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To the Reader of this book 


his book is not recommended for Evernote beginners. Existing and 

Advanced Users should be able to follow up with the flow of the book. 

The book is written based on a ‘Individual Chapter focussed’ approach, 
rather than providing linear flow across Chapters. This provides me with the 
advantage and space to start off with some pace in the narrative, rather than 


starting with ‘How to Create a Note’. 


Evernote is an Eco-System so vast and generic, that individuals can adapt their 
workflow using Evernote to suit their own preferences. By citing examples of 
the work flow, that | have personally adapted and continue to refine over time, | 
hope this book may be useful for those who already are using Evernote and 


want to get more out of such a great product. 


Evernote constantly keeps updating new features and fixes bugs across all its 
platforms, and with occasional changes to the GUI of its various clients, 
information in this book could also become obsolete, pretty soon. It is for this 
reason that a book of this nature has to be periodically updated to keep the user 
informed about the latest changes to Evernote, adding newer information and 
removing obsolete information. | have decided to follow this approach to writing 


and constantly updating this book. 


Users are therefore advised to sign in through supported registered play-stores 
and websites and download and read the latest version of this book from time 
to time, to keep up with the latest information about Evernote and its entire 
Eco-System of products/Apps and get maximum productivity of this eco-system, 


through the periodical update of this book. All updated information regarding 


the latest edition of this book, along with other tips regarding Evernote can 


found here, in my blog. 
http:// evernoteforadd.wordpress.com. 


| wish to make clear that | will try to update the book as periodically as | can and 
deem necessary. However, there are no defined time frames for updates of this 
ebook. | also wish to tell the reader that | have tried to provide my level best of 
accurate information and that in case of any errors, they will be rectified in 
subsequent editions. In cases of any doubt regarding any information available 
on the latest edition of this book, users are free to cross verify such information 
in the ‘Evernote Discussion Forum’, contact ‘Evernote support’ or find 


alternative sources of more factual information on the Internet. 


Hacks/Tips/Tricks mentioned in this book may or may not work, for every body, 
and some of them are only a minimal functionality using existing Evernote (or) 
external tools/resources. It is also recommended that users create a ‘Dummy 
Evernote Account’ to test some of these features before being confident of 


using them with your main Evernote accounts. 


For more professional working solutions, users may choose to use other paid 
solutions/3rd party solutions that may or may not work with an Evernote 


Integration. 


Apart from Evernote, | have also mentioned (or) referred to Third Party/Open 
Source software/ Free / Paid Software, to be used in parallel with Evernote. 
Some of them have worked for me, and some haven't. Similarly, they may or not 
work for you. Therefore, you are advised to use these recommendations at your 


own discretion. 


Most importantly, | have no ‘conflicts-of-interest' with either the companies - 
Evernote (or) Third party applications (or) physical products, Open Source 
software/ Freeware/Paid Software or any individuals who might be associated 
with any of these organizations, and | have merely documented ways that have 
made me fully satisfied having used the “Evernote Eco-System of 


products/Apps.” 


And most importantly, | would love to hear your ‘feedback’ after you have read 


this book. This version of the book is also available in books.google.com. 


Users are requested to share their feedback by writing a review on ‘Google 


Books’, after reading this book. 


- Sugeeth Krishnamoorthy. 


Acknowledgement and Purpose 


na personal level, | am extremely grateful to this Software and the 
entire team behind this product. Not only has Evernote been the 
cornerstone to ‘Store and Access my thoughts’, it has virtually 
become a ‘Way of life’ for me. Almost every aspect of my life gets pushed 
through Evernote and its logical follow-up action pertaining to that aspect of 


life, happens through Evernote. This book is a tribute to Phil Libin and his team. 


This also goes out to Ashwin Kumar - my friend, who was the person who first 
referred Evernote to me, more than two years ago. At the time when he was 
referring this application to me, | seriously had no idea about the role it would 


subsequently play in my life. Thank you, Ashwin. 


My Sister who gifted me a smart phone two years ago, also deserves special 
mention. Without a smartphone, | am not sure, if | would have realized the true 
potential of Evernote. The smartphone helps me jot down my thoughts at the 
spur of the moment, in which they originate, and using Evernote, | condense 
these ‘information trickles’ into something more substantial. The thoughtflow 
for this entire book was done using this process. ( Refer the chapter on ‘Indexer 


Note’ Approach). 


Like a lot of people living with ADHD, | have a very limited attention life span. | 
cannot hold my thoughts together even for a few minutes while reading a book 
or have the necessary attention, motivation or discipline to complete a finite 
time bound task. Due to this, | face this constant problem of ‘Thought and Task 
hopping’. In such circumstances, not only has Evernote helped address several 


of my life's challenges, but surprisingly, every day, | look forward to new 


Evernote features, so that | can constantly renew the way | use Evernote and 


thereby keep getting more out of Evernote. 


For me, writing this book, is sharing some of my positive karma. | want those 
who read this book, to get more out of such a great product and thereby add 


value to their lives. 


Book Version Number and Update Details 


ook Version Number - 1.2: 


This book is updated periodically. For the latest version of the book and other 


related information, please visit - http://evernoteforadd.wordpress.com 
Updates to this version - 


| have read the feedback posted by some viewers for the previous version of the 
book and | have tried to implement them here as possible to the best of my 


abilities. 


1. The book has been revisited for grammatical errors, and have been 
rectified to the best of my personal ability. Readers are requested to 
please bear in mind that | do not have the services of a professional proof 
reader or an editor, and that in some circumstances, such errors are 


unavoidable. 


2. This version of the book has a more cleaner outlook for easier content 
navigation with a ‘Table of Contents’ page and also individual page 


numbering. 


3. Readers who have read previous version of this book can navigate to the 


updated New content by directly looking for the logo. 





. Evernote has recently bought a new change in the way, Internal Note 
hyperlinks operates. The changes have been explained in a chapter in this 


version of the book. 


. Several Other Real Life Examples along with many new illustrations have 


been included in this version. 


. Users had provided feedback that the book’s previous version did not have 
a proper chapter for conclusion and abruptly stopped. | have tried to make 
the last chapter more seamless in this version by including a Real Life 
Example that incorporates several of the useful tips discussed in previous 


chapters and the Constantly Refining approach to using Evernote. 


. The book is now also available in Google Books, and is also available as a 
direct download from the website - http://evernoteforadd.wordpress.com. 
Readers are requested to kindly share their feedback and write Reviews for 


the book. 


. Those who like this book are also requested to share it on Social Media 


Networks with your friends. 


The External Brain 


ach part of the human body has got a specific task(s), and in most cases, 

they work in perfect synchronization with tasks performed by other 

parts of the body. Almost all of these actions are coordinated and 
commanded by the Brain. So, when the eyes and nose acting as input devices 
see and sense some delicious food and aroma, they send these signals to the 
Brain. The Brain subsequently sends a command to the salivary glands to start 


secreting saliva to aid digestion. 


Not only does the brain take the central role in coordinating and processing 
information signals derived from our day to day activities of our lives, the brain 


also takes care of an equally important aspect - handling memory. 


Typically, Human Memory is of three kinds - Fully Permanent memory, Semi 


Permanent Memory and Temporary memory. 


Fully Permanent memory is that memory which is permanently embedded into 
the human brain. It can be periodically recollected at any point in time, and if 
need be, the brain can also update any periodical information. Registration of 
information into our Fully permanent memory may be spontaneous or may have 
been the result of periodical repetition. For e.g Dates like Anniversaries of our 
Dear Ones are deeply embedded into our permanent memory (or) associating 


Names with specific individuals. Most of us might still recollect studying in 
school that a2 = b* + c*, in the case of a right angled triangle. 
Semi Permanent memory - Depending on an individual’s brain capacity, 


information may be understood or interpreted by an individual, with ease or 


difficulty. Some individuals may understand and store information into their 


brain cells faster, while others may need to revisit information for a few times, 


more. 


When memory cells containing information are not visited for long periods of 
time, or when the brain is aware that this piece of permanent information may 
not be required anymore, then the brain will slowly start forgetting this piece of 
information. A lot of us may remember studying various subjects in school or in 
college, which we may have even successfully replicated or applied to a problem 
that appeared in the Final exam, but what we learnt and remembered back 
then, we may not be remember after a few years. We may remember the 
address of our present House, but not recollect the one in which we lived ten 
years ago, although we could recollect it smoothly at one point in time, in the 


past. 


Temporary Memory - The brain is not an infinite Hard Disk to store everything 
that it possibly can. The brain decides on its own, whether or not, certain 
aspects of information are worth storing. The information that don’t hit the 
criteria are typically flushed out in a finite period of time, typically, in a matter of 
days. It may even happen in a matter of minutes where decisions are taken by 
the brain almost entirely at a subconscious level. For instance, we may recollect 
what we had for Breakfast today morning, and yesterday morning, but we may 
not recollect what we had, a week ago. Does the driver of a car know how many 


times, he has changed gears during a travel trip? 


We meet several people everyday, both Offline and Online, both in our personal 
and professional lives. We communicate with them and subsequently perform 


actions that were discussed with them, or do tasks independently thought 
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about by ourselves. Such tasks can constitute some of those that we almost take 


for granted, and are typically not very computationally brain intensive. 


These simple tasks could be anything as generic as ‘Doing the family shopping 
together, this weekend’, ‘Opening a joint family account, sometime next week’, 
‘Discuss with team mates and update a presentation for the weekly team 
meeting, before Tuesday 4 pm’, ‘Making time to watch Lisa Gade’s latest review 
of a tech gadget on Youtube, atleast this weekend’, ‘Applying for a credit card’ , 
‘Meeting up with a tech-friend for a drink, when | go to Bangalore, next month, 
whom | met last year during a conference’, ‘Researching the Internet for a new 
Idea that | wish to implement, when | am free’, Join and follow a fitness course’, 


‘A surprise gift for the child’s upcoming birthday’ etc.. 


All these real life scenarios happen only thanks to the presence of the brain. 


Typically, they look like this. 
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Evernote is an external Application designed to mimic the functions of the 
human brain, in a much smaller form. It is a system that allows an individual to 
put the ‘seed thoughts’ of daily information originating from various sources - 
into one place, store them, organize them, turn them into executable actions, 
complete tasks and recall any past task or thought which was previously pushed 


into Evernote to help support a new task. 
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Comparing to the previous analogy, Evernote simply put, functions as the 
brain’s assistant. It follows the Brain where ever it goes. The brain feeds 
whatever data it feels necessary into Evernote and looks up into it periodically 


and based on information available From Evernote, takes decisions. 


Evernote also helps the Brain by storing “permanently - Temporary 
information”, streamlining all information signals reaching and originating from 
the brain, through a single channel and improving efficiency (productivity) , 


prevent information loss due to information over flow, helping people organize 
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information with brain related challenges and most importantly pipelining any 
activity through a series of follow up actions like Storage, Organization, turning 
standalone information into Executable tasks, help manage and complete tasks 


and help recollect a previous task for reference or to aid a New Task. 
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Paper still exists around today 


or over a decade now, some of our traditional Information, 
Entertainment and Communication systems have gone digital, but 
there are spaces where we still continue to hold on to our strong roots 


and one of them is Pen and Paper. 


We continue to Read and Write on Paper in several forms, including 
maintaining Physical Journals, jotting down Quick Notes, reading Newspapers 
and printing Digital Content on Paper for various purposes. One of the reasons 
that could be attributed to this was that the principle Digital Form Factors in 


the last 1-2 decades were really not optimized to mimic the real experience of 


paper. 


However, in the recent 1-2 years, the emergence of Form Factors and Touch 
technology like Tablet and Mobile Phablets , have made it very much possible. 
Digital Handwriting technologies have also brought in a marriage that combine 
the ease of physical hand writing and digital ‘Search and Sharing’ methods. 
This bit of technology has seen searing growth amongst mobile App Makers 


building Products for Various Eco Systems. 


So, an Application that you carry along should not only be capable of storing 
and retrieving information 24*7, It should be able to support, any kind of input 
information, that the user feels is best suited for creating or updating 


information, at that point in time. 
Evernote supports the following Information Input systems. 


e Physical Hand written content on Paper. 
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@ Digitally Typed information / information sourced from a digital device/ 


website / Office Application etc . 


e Digital Hand writing Application. 











PEN AND PAPER  DICIWAL KEYBOARD DIGITAL HANDWRITING 


This is a test note 
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e Human Voice. 


A technology intended to be beyond a mere digital note taking app must 
provide us convenience to input Information depending on our convenience 
and also have a follow up workflow for each of these 4 data input systems. This 
approach must be seamless across all hardware form factors, and also native 
clients built along several Operating Systems. Evernote provides us this 


convenience. 
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Let us see some Real Life Examples where multiple input info-systems in 
Evernote can be used to manage a follow up approach while creating and 


updating content in Evernote. 


Example 1 





él * 
ng a 

; " 

aa marl. 


Evernote is not always about always typing in Random Thoughts through text. 
In the above example, | was on the move, when a thought stream struck me. It 
made sense for me to scribble in my thought using a graphical representation 
into Evernote using the inbuilt handwriting feature. This is a best use case, 
where you want to store a rough idea, which may later be accessed and 


created using more sophisticated tools/software, thereby saving a lot of time. 


24 


Each Note can be pinned to a Reminder 


Indexer Note 











(ta) 
NOTE 
NOTEBOOK 


TEXT — ATTACHMENT 
NOTE #1 #1 





TEXT : ATTACHMENT 


NOTE #2 #2 
—> 
GUI SAVED TEXT ATTACHMENT 
SEARCH NOTE #37 43 
TEXT —> 
an ATTACHMENT 


Added and Accessible from 
Shortcuts Tab. 


Smaller size means that they are 


Easily cacheable and editable 


The Image in its final form. 


[Continued in Next Page] 
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Example 2 


Let us consider another example. A little more complex than the previous one. 





This thought stream is much more complex to be drawn using Digital 
Handwriting Devices with much smaller screens. The most ubiquituous form of 
publishing medium still around is paper. So, when you vision a relatively 
complex idea, simply sketch it down in paper. Once done, use a good Scanner/ 


Camera/Smart phone to scan the image and push it into Evernote. 


[ Continued in Next Page] 
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NOW DEAD 


Once this has been done, your scanned image automatically sync’s along with 


the cloud and is always available to you through Evernote. 


When you are now in your desk in front of a PC, Evernote will bring your 
thought to you. Now perfect your idea. In this case, it was to create a more 
presentable form of an idea using an image. So a dedicated software was used 


to re-create the diagram in a more presentable form. 


[ Continued in Next page] 


Readjust royalty to make it clear. 
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NOW DEAD 


Make colour changes throughout, or make black throughout. Bitcoin 


The image thus created is uploaded into Evernote. After a few days, you may 
be on the move and wish to have a look and update the image when on the 


move. You wish to recall the idea, review it and add some more changes. 
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Alternatively, you may also wish to share the idea to some one else, asking for 


feedback. 


At this point, you may likely not have the software which was used for 


constructing the idea, but you can make use of Evernote’s inbuilt annotation 


tools to update the picture, so that you can fall back and complete the picture 


using the dedicated software, whenever possible, in future. 


[End of Example]. 
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Searching and finding Relevant Information 


e have reached a point in our digital lives, where every day, we 

are flooded with Information in the form of hundreds of 

documents that we see Offline and Online. The challenge is to 
find the relevant information, when ever you need it, and that information need 


not even necessarily be in Digital Form. 


Individuals who use Evernote regularly across all their clients, and for several 
aspects of their daily life, will find their information piling up quickly and their 
number of Notes increasing. Even if they do not have the habit of organizing 
information, Evernote’s powerful indexing and searching system will help them 


find their content very easily. 
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Not only does Evernote help find your search results, it provides other 
searches which are contextually related to that which is being searched. Unlike 
a traditional search on public engines like Google , which will throw up millions 
of results, the results that come out in Evernote are more relevant to the 
individual user (even if much fewer results are available), since the user has a 
stronger contextual awareness of the entire content of the note that they are 
looking for, since it was the user ( collobarator in case of Joint Notebooks) who 
created or clipped the content from the Internet in the past and pushed the 
information into their Evernote account and all they need now is ‘one’ or ‘two’ 


keywords to find out the information from their Evernote account. 





smart filing feature in evernote u ei 

Web News Videos Images More + Search tools 

About 5,44.000 results (0.48 seconds) 

Evernote Web Clipper for Chrome Now With Smart Filing ... @ EVERNOTE 
blog-evernote.com)/.../evernote-web-clipper-for-chrome-now-with-smart-... ¥ 

Apr 17, 2012 - Say hello to the newest Web Clipper features: Smart Filing and clipping R 


to Shared Notebooks 


#Reference Evernote TAG! 
index Evernote Knowledge Base 

smart filing never adds any tags - Evernote User Forum Monday Today 

discussion.evernote.com » Evernote Products » Evernote Clearly + Using Note links to Emaiing into Evernote 

Mar 20, 2013 - 2 posts - 2 authors update your Table of Gets Better With 





the smart filing feature doesnt work for me. it never adds any tags to my clips although 
ive tried to enable all possible options. | also have 





tents using Mobile Reminders and Smart 





How to add additional tags using smart filing? - Evernote ... 
discussion.evernote.com » Evernote Products » Evernote Web Clipper ~ 

Sep 7, 2012 - 4 posts - 2 authors 

posted in Evernote Web Clipper: Loving the smart filing tagging and auto-file to 
notebook feature. Just wondering if there’s a way to add an ... 


Evernote also allows the user, to have the best of both worlds. While searching 
for content on the Web using a browser, Evernote also provides the user the 
option to simultaneously throw up search results from the user’s Evernote 


account, in parallel to finding new Information using an Online Search Engine. 


Platforms and Operating Systems Currently 


Supported. 


ne of the positive factors about Evernote is its almost ubiquitous 
support for clients built across a multitude of platforms, both for PC 


and for Mobile. Evernote currently supports the following platforms. 
e Web 
e@ Windows PC 
e Mac 
e 10S 
e Android 
e Windows Phone 


e Blackberry 


In addition to support for Mobile and Desktop Clients, Evernote integrations are 
also supported for wearable devices and other physical products, including 


smart refridgerators. 





Image Source - Evernote Blog. 


Read more about the Smart Refridgerator Prototype, here. 
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Evernote Vs Dropbox 


Dropbox 





ome times, it is easier to explain something by comparing it to its 


nearest ally or competitor. | choose Dropbox for the following reasons . 


So, first let us see the similarities between Evernote and Dropbox. 


e Dropbox has a freemium business model like Evernote. The core 
functionality is same for both free and Premium users in both services. 
Both services have a referral-invite feature that provide incentives to 


existing users, for referring New users. 


e Like Evernote, Dropbox provides a cloud based storage service, that 
provides smooth and seamless syncing functionality across multiple 


devices. 


e@ Like Evernote, Dropbox has opened up its API, which provides a host of 


extended functionality through integration by third party services. 


The similarities end there. But on reading the differences between these 
services, Users can see and infer the entire scope of Evernote and see if it works 


for their needs. 
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e Dropbox is a generic file based virtual cloud 
storage system that can support all kinds of file 
formats, including text. Evernote is primarily a 
text based cloud storage system that can support 


all kinds of file formats. 


e Dropbox offers a free tier of 2GB for new users who sign up. This means 
users can upload data into Dropbox, up to a maximum of 2 GB. Deleting 


files from Dropbox frees up virtual hard disk space, that can be replaced by 


other files. Evernote on the other hand does not 
think in terms of storage, but in terms of purely 


upload bandwidth. Free Evernote users are entitled to a monthly 


upload quota of 60 MB, which resets every month. This means that 
Evernote users can upload files to the Evernote cloud service, only to a 
maximum of 60 MB. Deleting a File from Evernote, does not restore the 
previous upload bandwidth deduced, while uploading the same file, 


previously. 


@ On not renewing Premium payments, All Evernote users can continue to 
retain their previously uploaded data in the Cloud, and access them on all 
authorized devices. ( Even if they have not renewed their Premium 


accounts.) On not renewing their Premium Account, Dropbox users can 
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download their data, subject to a limit of 2GB , which is governed by their 


free storage limits. 


e Evernote, Google Keep, SpringPad and MS One Note form one class of 
applications, typically called Note taking Applications while DropBox, 
Windows Sky Drive, Box and Google Drive form another class of 


applications, typically known as Virtual Cloud Storage Services. 


SpringPad is shutting down. 
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Evernote is not just Evernote 


hile Evernote exists as an independent app by itself, which 


would suffice for mere digital note taking sufficiency, its real 





power to transform itself into a life enhancing device comes 
from its ability to integrate itself to a series of physical hardware and digital 


software products, both in-house and also through Third Party Integrations. 


Evernote serves as the main information reservoir to all these integrations, ( 
including Evernote info itself), allowing information to come into and away from 
the eco-system. The good thing about this eco-system is that allows 
independently originated information from two or more independent sources, 
which might even be spread across multiple Operating Systems, which under 
normal circumstances, might never get tied together, to be brought together 
into Evernote, and using this cross-platform, common reservoir system to co- 


relate and create new contextual information. 
For instance, A researcher may obtain information from several sources. 


When he is browsing through the Internet in his Laptop, he may find some 
interesting article, which he might clip into his Evernote account using the Web 
Clipper. He may also highlight interesting information in that article using the 


same tool. 


The Next day, the researcher may be attending an annual seminar hosted by his 
professor. He may use his Android Phone’s Audio Recording Facility to record the 
entire speech. During that speech, the Professor may have spoken something 
about the Researcher’s area of interest from 10.05 minutes to 12.39 minutes in 


a speech duration of about 2 hours. So, in the entire speech, 2 minutes and 34 
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seconds are particularly relevant to the Researcher. Once, the entire Audio Note 
has been saved in Evernote, the Researcher, may add a text comment in the 
form of a footnote, citing the information spoken by the Professor, and the 


relevant area of interest that happens between 10.05 and 12.39. 
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The researcher has also subscribed to a series of Online Articles through a RSS 
feed which he reads during his free time in his IPad, using the Feedly Cloud 


Application. 


The following night, when the researcher is travelling by Train, he browses 
through his RSS feeds. He has now found an important piece of information in 
one of those feeds, which might be important for his research. Since, the 
researcher is only a Free user of Feedly, direct Evernote integration is not 
possible. So, the researcher, instead uses his unique Evernote Email ID to 


forward the article from Feedly to his Evernote Account. 


These three instances of information may independently mean something, but 
when all three instances are tied together, they may have the ability to create 
new information or contextually represent something else. Under normal 
circumstances, storing these information seperately, and then co-relating them 
would have been much more difficult, but now, once, all of them are in 
Evernote, it is easy to link them together, and conclude/derive new information, 


which is contextually relevant to all three notes. 


The Three Step Approach to Using Evernote 


his Three step approach is a ‘fluid approach’ of splitting an Evernote 

task into three major parts - Note Initiation, Information Processing and 

subsequent Follow Up Actions. The objective of this approach is to 
harness the strengths of the form factors (hardware) of the clients and the 
Evernote features present across Clients (software) and to get maximal benefit 
from the Cloud, to ensure over all Evernote productivity. The process is 
described in detail, later in this chapter. Also, there are real life examples cited 
below, for the reader to understand this approach practically. One must note 
that all tasks done using Evernote will not fit under the three step approach, and 


may use just ‘one’ or ‘two’ of these steps. 


Step 1 : Note Initiation - at any random moment , there may be the 


need to initiate a task of any possible nature. It can happen anywhere, anytime 
and any place. In such a scenario, the likely device to be with us, is our Smart 
phone. ( The future may bring in more miniaturization like Watches, Smart 


Glasses etc). 


So, when that moment in time comes, simply open up your Mobile Phone, Fire 
up Evernote and create your Note. For instance, if you found an article of 
Interest in the Newspaper, simply fire up your Phone’s camera and take a 
snapshot of the image using Evernote. If need be, assign Tag(S) to the Note, and 
place it in a Notebook. If you feel that you wish to add a comment or two to the 
snapped image, click on the image, and Annotate the image using the phone’s 


inbuilt Annotation tools, provided through Evernote. You can also pin the Note 
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to a Reminder asking Evernote to remind you, in case you need to subsequently 


process this image note later. 


Step 2: Information Processing - This is the second step, and it 


tries to make use of the Powerful Desktop client. The information which was 
previously created using the Mobile client can now be processed using the 
power of the PC client. There are several reasons why | strongly recommend the 


Desktop Client For Windows for Processing of Information. ( Step I!) 


e PC has larger screen Real Estate. This means that there is more physical 
space for the developers to implement more functionalities. People who 
use multiple Clients in Evernote will know that several functions available 
in PC like ‘Viewing Version History’, ‘Table Creation’, ‘ Export Options’ etc 
are not available in Mobile. The killer Feature for me - ‘Copy Note Links’ is 


only slowly emerging in Mobile Clients. 


e These tools are by default not present in the Mobile clients, but 
information created in PC using tools like ‘Tables’ and ‘encrypted text’ can 
be re-accessed and updated later using the Mobile clients, although they 


cannot be created directly using Mobile Clients, at the moment. 


e Creating Alternate WorkFlows in PC is much more easier thanks to an 
established System over the years. For instance, although Evernote does 
not directly support exporting Notes in PDF format, but thanks to (Ctrl+P) 


and the Foxit Reader, you can export your Note as a PDF File. 


@ While the World has surged ahead in terms of Global Internet speeds, that 
could make users enjoy the benefits of the Evernote Web experience in 


real time, there are still countries in the World, where 256kbes 512kbps 
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now constitutes the minimal definition of Broadband or even worse, a 


large portion of their Internet time for individuals has to happen through a 
slow 2G network. In such scenarios, working on PC and then later (when 
Faster Internet is available) syncing changes to the Cloud is much more 
easier. All files available in the Cloud are sync’d locally on the PC”s 
memory. This means that even if ‘Zero Internet’ facility is available, all files 
are available locally through the hard disk, thereby helping a user continue 
working. This experience cannot be obtained using Mobile Devices and in 
particular for Free Evernote users, who cannot have access to Offline 


Notebooks feature in Mobile Clients. 
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Step 3 - Follow Up Actions - Unlike the above two processes which 
are more rigid to their form factors, this process in most cases can be done by 


any device, which ever is available at that point in time. 


Some specific tasks like ‘Revision of Previously created Notes’ may be done 
using a Tablet, since it offers acceptable screen space and is lighter than a 
Desktop, but otherwise, other actions can be done using which ever Form Factor 
is available. This Step constitutes the follow up actions needed to complete the 
‘Information which was processed’ using the previous step. This step will 
constitute Editing and Updation of Note information, Updation of An Indexer 
Note(Table of Contents) during the creation of a new Note, reassigning 
Reminder dates to a Note incase of any delays, clearing off completed tasks off a 
Note - Trashing them or archiving Completed Notes etc or reprocessing 


information to Step 2 during the refining of an existing workflow. 


Now, let us take a look at some simple examples. 


Example 1 - Using Evernote to keep track of stuff 


borrowed / received 


1. Very frequently in life, we come across scenarios where we may have lent 
something to a person, but realise that we have given it to someone in the 
past, but can't remember who? Alternatively, we find something in our 
hands which we might have borrowed from someone, but can't remember 


who it came from. 
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. This is a scenario where periodical remembrance helps. If someone 


borrowed something from you, and told you that they would return it after 
a certain number of days, you should remember it in your head until that 
day. Now, on that day, despite the event due being in rememberance, they 
said that they will return it again after another X no. Of days. If this 
happens a few times, other priorities might take over and we might just 


forget. 


. So, how to fix this issue? Create a Note in the Scratchpad Notebook, 


explaining name of the person and the thing borrowed or received. 
. Pin the Note to the date, when the item return is originally due. 


. On the due date, you will get an automated email reminding you, along 


with your remaining agenda. 


. If the item return is not ready for some reason, re-assign the note date to a 


day in future. You will get a renewed reminder in the future. 


. Even if you forget to reset the date, it is okay. The note will continue to 
remain pinned in the notebook, and each time, you go back to the 
scratchpad notebook to add a new task or review a previous one, you will 


find this unfinished task of item not yet received / returned. 


. Once the item is returned back to you, or you returned to its owner, enter 
the situational circumstances under which the item was returned. This can 
include details of the location, date and other people who were present 
when the return took place. This can be particularly useful, if one or both 


people forgot the circumstances when the item was returned, and claimed 
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the item back, which could lead to souring of Personal relationships, in 


future. 


9. Having now finished the task for which the note was created and realising 
that the note may be needed for future reference, as in (8), clear the task 


reminder, and move the note to the DoneAndDusted notebook. 


10. This example can also be extended to Borrowing of petty cash in an 


emergency from friends and known people. 


Skeleton Templates 


Although Evernote is primarily a Note Taking application, it provides a minimal 
set of editing options. These options are present across all its clients, thereby 


enabling seamless note updation across clients. 


The ‘Skeleton Templates’ is a concept that tries to make the most use of the 
minimal options available in Evernote and to utilize them across all clients for 
management of periodically recurring tasks using Evernote. Although its 

functionality can be quite limited unlike fully functional Third Party Templates, 
the usage is quite seamless , since the minimalistic tools are present across all 


Evernote platforms. 


The Skeleton Templates also insists on bringing ‘Specific Functionalities’ present 
in one Evernote Platform, and harness their advantage by subsequently re-using 
them across all other platforms. e.g Tables can only be created using Windows 

(Mac) , but cell values inside the Table can be updated using Mobile Platforms as 


well. (Although Tables cannot be created using the IOS or Android Clients). 
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Here are some generic Tips for using ‘Skeleton Templates’. 


L) Create a Seperate Notebook for storing your Templates and name it 


as ‘Templates Notebook’. 


LiThere must strictly be no editing of any Notes stored in this 
Notebook. A Note from this Notebook should only be 
Copied/Duplicated into Another Notebook and then modified or 


used from There. 


L) Based on your requirement (daily/weekly/monthly), design a 
minimal Template using Evernote for Windows. Once the template is 


designed, move your Note to the ‘Templates Notebook’. 


Some practical examples of using ‘Skeleton Templates’ are described below. 


Example 2 - Creating and Managing a Periodical 


Attendance/Check List using Evernote 


e As per your requirements, design a simple Template, first. Depending on 
the Nature of the Task and the Recurring Time period of the Task (Weekly, 
Monthly) and Using the ‘Insert Table’ function, create a Table with the 


right combination of Rows and Columns as per your requirement. 
e Name the Edge Columns/Rows. 


@ Click on the intermediate cells using the Mouse button, and click on the 
‘Check list' button. You will find that a 'CheckList' option will be created in 


each cell. 
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@ Do this manually for each of the cells and complete the Table. Now select 


the full table, and click the ‘Center Alignment’ button. You will see that the 
Checklists align themselves uniformly within the Table. Now save this Note 


as a Template Note. 


e Once the Template is completed, put it safely into the 
'Template_Notebook’'. Ensure that no changes are made to this Template, 


at any cost. 


e Using the "Duplicate/Copy" function, create a duplicate of this Note, and 


move the Duplicated Note to your Workflow Notebook. 


e Rename this note appropriately e.g Week#23 Medicine List (or) February 
2014 - Attendance List. 


e Having thus created a workflow, you can now use this to manage and keep 
records of your periodically recurring tasks, in Multiple Devices accessing 


your Evernote Account, including Mobile Devices. 


e@ While updating in mobile devices, simply check the box. There is no need 


to even Open the note in edit mode. 
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Based on the previous example and with some minor changes, a simple 


Template can be constructed which may be used for ‘Individual Habit 
monitoring’ and subsequent corrective assessments, if required. Fore.g An 
individual who wishes to stop smoking may use this procedure to document 
and assess the number of cigarettes smoked every day. At the end of the week, 
they may check this chart to see how many cigarettes, they have cumulatively 
smoked through the week, and accordingly take corrective steps, to achieve 
their goal. The cumulative figure at the end of the week may even act as a 
deterrant. The individual might even add a 'Smoking kills’ image for dramatic 


effect, if required. 


Example 4 - Logging and Storing Periodical 
Information Using Evernote and Generating 


Statistical Information using Open Office 


e Create a Template table using Evernote Windows using the process 


explained in the previous section. 


e Duplicate a Note and begin updating this table with periodical values. Let 


us assume that this a weekly table. 


e At the end of the week, copy and paste the Table Values into a ‘Open 
Office Calc Sheet’. [ MS Office/ Libre Office can also be used as an 
alternative’]. At the moment, direct select-copy-paste from an Evernote 


Table to Calc is working smoothly. 
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e In a table below, you can refer to the previous week’s data using Evernote, 


and copy the previous data in the same Sheet. 


e Using the two sets of data, generate a differential table. 


B16 [x] KE = | —=—=—$—=—————————— 
oe ee ee ee ee ee ee ee eee ee eee 

Details Mon Tue Wed Thu Fri Sat Sun 

Quantity Sold 300 287 345 362 390 412 400 

Price Sold 85 81 80 83 82 82 82 


cod 


Details MOn Tue Wed Thu Fn Sat Sun 
Quantity Sold 280 264 300 340 412 400 370 
Price Sold 75 73 76 80 85 81 84 


Performance comparison between this week figures and last week figures 


Details Mon Tue Wed Thu Fn Sat Sun 
Quantity Sole 20 23 45 22 -22 12 30 
Price Sold 10 8 4 3 3 1 -2 


a | 


3 tits ss © [|x |o||=|[r| 





e Select on the differential Table, and Choose ‘Insert Chart’, and Open Office 
will automatically provide you choices of graphical representations of your 


data. Choose the option that you wish, and export your data as an image. 


e Add it to Evernote, along with the original Table information. 
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e You can even share the data with another Evernote user ( a manager?) 


who will provide some feedback on your weekly performance, using inbuilt 


annotation tools. 


e Archive the ‘Completed note’ and use it as Reference for next week. 
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Basic Evernote Organizational Tools 


vernote provides a series of basic Tools to help users manage their 
information Flows. The Tools mentioned below are present across all 
clients, and provide a seamless workflow, across multiple Form Factors 


(or) multiple clients based on different Operating Systems. 


e The Note - The Note constitutes the most basic attribute of Evernote. 
Every information that exists in Evernote can only be attached to a Note, 
whether it is typed text, an image (or) media attachment , a voice note or 
a handwritten note. Any File format, including Encrypted (or) password 
locked document can be attached to a Note. An individual Note can be 
shared. Evernote can index and search only standard Information formats 
attached to a Note, and not encrypted information. Free users can use it to 
search and find text and text inside Images(OCR), while Premium users can 
use Evernote to additionally find information in Word, Excel, PPT and PDF 
formats, created by MSOffice, lwork and Libre Office Formats. Each Note 


can be attached to a Reminder and can be configured seperately. 


e@ The NoteBook - A series of Notes can be grouped into a Notebook, for 
ease of use. Currently, Evernote supports only one level of Notebook, and 
does not support Nested Notebooks (Child Notebooks). A Notebook 
displays details of the Number of Notes contained within it. A Notebook 


can be shared. 


e NoteBook Stack - A Group of Notebooks can be organized into a Notebook 
Stack for ease of organization. A Notebook Stack displays cumulative Notes 


of all its child Notebooks. A Notebook Stack cannot be shared. 
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e@ TAG - For ease of categorization and organization, a single or Multiple 
tag(s) can be assigned to a Note. A single Tag can also be assigned to 


multiple Notes, which can be spread across multiple Notebooks. Evernote 


also supports Nested Tags. 


e Shortcuts - In Order to make easily available - Information that is 
frequently used, Evernote provides a ‘ShortCut’ functionality that is 
syncable across all platforms. Shortcuts support all Organization forms in 


Evernote including Notes, Notebooks, TAGs, Stacks and even Saved 


Searches. 
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Types of Information Organization 


Approaches in Evernote 


ased on the basic tools mentioned above, let us see how Information is 


typically be organized using these Tools, in short. 


e@ Only Search: In an interview, Phil Libin said that ‘ /t shouldn’t be your job to 
organize information. It should be Ours.’ Putting that quote into perspective 
would mean, that if Organizing led to easy searching and finding of 
information, Evernote should help find any information located in its 
service, with Zero Organizational Efforts. 

Evernote has an awesome indexing and searching ability across the cloud 
and all devices. Users who do not wish to organize their information into 
Notebooks or TAGs can use the Type Ahead Search bar to find information, 


that they require. 


e Tag Based Organizational Approach : A TAG based organization workflow 
can be used for Users, who have to sort information into multiple 
categories and there could be an overlap of these categories spread across 


multiple Notebooks. 


e Notebook Based Approach: Notebook based organization is suitable for 
users, who work on multiple projects or tasks where there is minimal 
overlap of current Dynamic Notes*. Multiple Notebooks may be created to 


organize Static Notes*. 


e Notebooks and Tags Approach: This might be used for users, who deal 


with varied forms of information or who deal with information that is 


organized along multiple axes, where one axis consists of unique 
information, and another axis consists of information that needs to be 


categorized into multiple entities. 


The Terminology - Dynamic Notes* and Static Notes* will be used at various 
places in this book. Dynamic Notes refer to Notes, that will continue to be 
modified from time to time. Static Notes refer to those notes, which once 


created in Evernote will not be modified hence-forth. 
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Examples of Using Information Organizers 
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based on previous Note Entries made by the 
User. Search results will also show results of 


information which has been previously organized into Notebooks and Tags. 


2. Tag Only Based Organization - Depending on the Nature of a user’s workflow, 
a user may simply assign Tag(s) to individual Notes, and use them for their 
organizational purposes, without sorting Notes into individual Notebooks. A Tag 
based Organization in Evernote works well, with Information needing to be 
sorted into multiple categories. For instance , consider this example of a Fruit 


Vendor who sells 6 types of Fruit, through out the year. Every 2 months, he does 


calculations and jots down sales. During the Last 4 months of the year, Lemon 


and Mango are not available, as they 
are |Jan- 100 | Seasonal fruits. 
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The important aspect to note is that, when the fruit seller does his calculations, 


he does it for all the fruits at the same time. This means that the same Note is 
being used for multiple objects, in this case - “multiple fruits”. The same note 
will have to be also be attributable to each of the individual objects, when 


searched. 


In this case, However, since the Notes appear to be Static’, it is also possible for 
the Fruit seller to create 6 individual notebooks titled for each of the fruits, 
duplicate the bi-monthly Month into 6 copies and assign them individually to 
each NoteBook. However, this could create complications if the note is 
subsequently modified. So, in this scenario, a Tag based workflow is a safe bet. 
Even, if the note is subject to subsequent modifications (Dynamic”*), this will 


create no organizational confusions. 


So now, the Fruit vendor while creating his bi-monthly reports in the form of a 
Note will add the following TAGs to the first 4 Notes - ‘Apple’, ‘Orange’, ‘Banana’, 
‘Grapes’, ‘Lemon’ and ‘Mango’. For the last 2 Notes, he will add ‘Apple’, ‘Orange’, 


‘Banana’ and ‘Grapes’. He will not add the Tags ‘Lemon’ and ‘Mango’. 


Now, when the Fruit seller is searching for information using TAGs, and he clicks 
on ‘Apple’ or ‘Banana’, Evernote will display all 6 notes. When he clicks ‘Lemon’ 


or ‘Mango’, Evernote will display only the first 4 Notes. 


Tip while Creating Tags - If a group of Tags is unique to a Task, add a unique 
special character to the start of the tag. E.g Instead of assigning Work, Sleep 
and Entertainment to a unique Task/Project, add +Work (or .Work), 
+Sleep(.Sleep) and +Entertainment(.Entertainment). This helps in easy 
updating of Tag information, especially, when a New note is being created ona 


Mobile client. 
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2a. Using Nested Tags - Using Nested Tags does not create any difference in Tag 


Functionality in Evernote. Nested Tags can be used by the user to suit his style 
of organizations. Users who are used to organizing information in multiple child 
folders like Windows Explorer will find it difficult to and not like the limitations 
on Notebooks. As a minimal work around, They can use TAGs to create 
unlimited Child Tags, and sort their information based on Tags, if they prefer 


that sort of an organizational Hierarchy. 


In the previous example of the Fruit Seller who sold 6 types of fruits, the Fruit all 
categories are along the same axis of information. i.e Types of Fruits. However, 


we may come across scenarios, where we may 











4 +Country 
+America want to view information along multiple axis to 
+Germany ; : : 
organize information, better. 
+India 
4 +Essentials 
+Clothing So, let us consider, the following example. A 
pice student is tasked with doing a comparative 
+Shelter 
4 +Time Period assessment of Food, Clothing and Shelter, across 
+Ancient . : 
cnecieaies India, America and Germany, spread across the 
—— Ancient, Medieval and Modern ages. 
Nested lags 
Each Note may contain multiple combinations of 
each of these 9 variables. Functionally, the easiest 


way to do this sort of a task would be to create 9 


tags for simple linear organization, just as in the 


previous Fruits example. 


Although Evernote will treat the Tag based organizati 


on similar to the previous fruits example, some 





users may prefer to organize their informaticn in this case, across three axes - 


57 
‘Essentials’, ‘Country’ and ‘Time Period’, for visual organization purposes. So, 


Nested Tags (Child Tags) can be used to accomplish this task. 


Inorder to do this, create ‘n’ number of Dummy Parent Tags, for ‘n’ different axis 
of organization. In this case, there are three axis. So, we shall make use of three 


dummy Parent Tags namely ‘Essentials’, ‘Country’ and ‘Time Period’. 


eSo the user will create Tag ‘Essentials’ and place Child tags ‘Food’, 


‘Clothing’ and ‘Shelter’ under this Tag. 


e Create a Tag titled ‘Country’ and assign Child Tags ‘India’, ‘America’ and 


‘Germany’ under this Tag. 


e Create a Tag titled ‘Time Period’ and assign Child Tags ‘Ancient’, ‘Medieval’ 


and ‘Modern’ under this Tag. 


So, while creating and modifying notes, the user will assign various 
combinations of the 9 child tags to the Note for organizational purposes. The 3 
Parent tags ‘Essentials’, ‘Country’ and ‘Time Period’ will serve no role in the 
Project, but only aid in visual differentiation, of the Child Tags, along multiple 


axes. 


3. Notebooks only - This kind of organizational flow is suitable when all 
information being created is Static or is clearly sortable into Individual 


Categories, with absolutely no-overlap of information. 


The previous example for the Fruitseller who makes bi-month reports can be 
considered here. Instead of assigning a note to multiple Tags, it is also possible 
for the Fruit seller to create 6 individual notebooks titled for each of the fruits, 
duplicate the bi-monthly Month into 6 copies and assign them individually to 


each Note. 
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Alternatively, if the fruit seller sold only 1 type of fruit during each 2 months l.e 


he sold only Apples during Jan-Feb, Oranges during Mar-Apr, Banana during 
May-June, Grapes during Jul-Aug, Lemon during Sep-Oct and Mango during 
Nov-Dec, then also, this system can be used. In this case, observe that each fruit 


is unique to the Time Period, and there is no over lap of Information. 


4. Notebook along with Tags - This kind of organizational flow is suitable when 
Information flows can happen along two axis, one of which is unique and 
individual, and the other axis can involve information involving multiple 


categories. 
Let us consider an example of a working married woman’s life. Let us call her A. 


The simplest classification of A’s life begins with the distinction between her 


Family and Office life. There may be multiple people that she interacts with in 


these 2 seperate world’s - In the first, there is the Husband, Child1 and Child2. In 
the Office world, there is Co-worker1, Co-worker2, Sub-ordinate1, Sub- 


Ordinate2 and the Manager. 


While there is a strong possibility of multiple instances of merging of 
information between Husband, Child1 and Child2 [ Home] (or) between CW1, 
CW2, SO1, SO2 and the Manager [ Office], but there is a lesser possibility for 


the people of Home to mix with people of Office. 


So, A will create two seperate Notebooks titled ‘Home’ and ‘Office’, and while 
assigning Notes to either of these Notebooks, she will Tag them with the 
respective names of the characters who live uniquely in one of these 


Notebooks. 
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For instance, If A can create a Note where she has uploaded documents of 


monthly School Fees and assigned tags - ‘Child1’ and ‘Child2’ to the Note. { The 
Husband does not go to School, so he won’t be needed to Tag here.}. Similarly, A 
is working on a presentation that involves Co-worker1 and SubOrdinate1. This 
presentation will later need to be approved by the Manager. So, she creates a 


Note and tags it with the ‘CW1’’SO1’ and ‘Manager’. 


This system of organization also creates another advantage. Since the 
Notebook is the basis of sharing in Evernote, A can share the Family Notebook 
to her Family members, while she can share the Office Notebook to her Office 


Colleagues. 
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Other Uses of Tags 


ags constitute one of Evernote’s most useful organizational tools. Here 


are some more uses of TAGS while using Evernote. 


e Communicate between two Third party Applications - Typically, when a 
Third Party Integration is authenticated by an Evernote account, the Third 
party application will by default create a Notebook in order to store ( or 
receive) information created and accessed through their App in Evernote. 
Not all Third party Apps support Tags. However, for those that do, Tags can 
be used to automatically used to communicate between two third party 


applications, without even using the Evernote client. For e.g 


LIWhen clipping a web page from the Internet using the WebClipper, 
assigning a Tag ‘contextboost’, and then save the webpage to 
Evernote. In the background, the ‘contextboost’ will automatically go 
to the ‘Context Booster’ server, which will populate your Evernote 
account with notes which are relevant to the information that was 


clipped using the WebClipper. 


LJ Adding a lot of information in IOS is not a very easy task, like Other 
platforms thanks to IOS’s more closed approach. When typing an 
ordinary text based Email and | want to add more text comments to 
this email using my IPad, later. | can forward it into Evernote using 
the unique Evernote Email ID*, and filing it using the Smart Filing 
Feature**, and add the #SWIFTKEY tag. On reaching the Evernote 


inbox and on syncing, the Note will automatically appear in my 
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SwiftKey Note client for |OS, which uses the Tag - SWIFTKEY. Now, 
using SwiftKey Note’s predictive and error correction engine, | can 


update my notes much more swiftly. 
Y *Evernote Email ID feature is explained later. 
v ** Smart Filing Feature for Evernote Email is explained later. 
Y SwiftKey Note supports only purely text based Notes. 


e Create a co-relation between individual dynamic Notes - For users who 
prefer to not use Tags, but strictly follow a Notebook style of organization, 
there might arise a scenario where a single Note may need to be filed 
across multiple Notebooks. For instance, a user may be writing down his 
journal entry for the day and it might contain some references to his Office 
work. So, he may wish to file the same Note in both his Journal and his 
Office Notebook. As long as the note is Static*, then the user can simply 
duplicate it across both Notebooks. 

But once a Note is duplicated, the user will have no idea if this Note was 
duplicated, and subsequently, if the Note gets updated, the user might 
update it only in 1 Notebook, failing to update it in the Other. More over, 
this procedure of finding and syncing both these notes, can be quite 
cumbersome when updating large quantities of information. 

So, for this sort of a case scenario, the Note will be filed into one of the 
Notebooks, but at the point of filing the Note, the user will add a unique 
Tag that will tell for later reference, that this particular note, is related to 
both Notebooks in Question. For instance, | have two seperate Notebooks 
- One as a Journal and the Other for my Blog. At times, when | have to add 


a Note that borders on both of these Notebooks, | assign the Note to 
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either of these Notebooks, add add the Tag - BlogOrPersonalJournal to 
the Note. When | Refer to this Tag later, | will know that a Note associated 
with this Tag was meant to be linked to both the Blog Notebook and the 


Journal Notebook. 


eCreate multiple level hierarchical organization of information using 
Evernote - This is similar to the example that was discussed in the previous 
section, where information was organized into multiple axes, using Nested 
Tags. So, using Nested Tags, multiple level hierarchial organization of 


information can be done using Tags. 





, ‘G Project Plan Final Managing SubTasks - Using the inbuilt 
¥, SubTask Al 
¥ SubTask A1.1 Reminder Feature, a Note can be pinned (or) 
¥, SubTask A1.2 : : : : 
assigned to the main check list. It is easy to 
¥, SubTask Al.2.1 
¥ Sublask 81 find out if the main body of the Note has an 
¥, SubTask B1.1 
¥, SubTask C1 assigned Task to it, using this feature. 
¥, SubTask D1 . zi ‘ 
- on : However, there is no way of knowing if the 
Y__Mark as Done same Note has Sub-Tasks assigned to it. So 


using the ‘Check List’ Feature, multiple sub 
SUB TASKS WITHIN A 


SINGLE NeTE tasks can be created, and a unique Tag 


‘SubTasks’ can be assigned to the Note. So, 
whenever the Tag ‘SubTasks’ is searched, Evernote will bring out all Notes ( 
can be used across Multiple Notebooks) , that have Sub Tasks which are 


due. 
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Notebook Based Organization - Some More 


Examples 


hen | started using Evernote, initially, | used the ‘Tag’ based 


approach. However, over a period of time, | found Notebook 





organization to be much more simple for me, and | gradually 
moved over to using Notebooks. My current Evernote workflow goes around like 
this - When | create Notes using the Evernote client ( Widget while using 
Android), the first instinct for me is to file the Note immediately into the 
relevant Notebook. | very rarely use Tags, these days. While | look for 


information, | use Evernote’s search feature, a lot of times, as well. 


There are millions who will swear that ‘TAGS’ are better suited to ‘NOTEBOOKS’ 
and probably an equal amount who will vouch for the ‘NO TAG-NO NOTEBOOK’ 
approach. At the end of the day, users will adapt to a system that works best for 


them, individually. 


So, if you wish to adapt a primary Notebook based approach, here are some of 


my tips. 


LJ Create a Unique Notebook for a specific purpose - At the point of 
adding a Note to this Notebook, see if the nature of the Note 


functionally fits into this Notebook, else do not add it. 


LJ If you need to add a Dynamic* Note across Notebooks, add a Tag 
associated to that Note that co-relates both the Notebooks, in 


Question. ( Mentioned Earlier.) 
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LJ While maintaining a Notebook style of organization, we may come 


across scenarios, where the Information is too generic (or) with a 
very short life, that it really may not need a unique Notebook. So, 
here are some Generic Notebooks that serve a generic purpose and 
might be useful for any individual that prefers this style of 


organization. 


Y The Scratchpad Notebook - The ScratchPad Notebook is a 
Notebook, where Tasks that have a short life span are typically 
documented. The Notes that will live here, will either be 
deleted once their Tasks are completed (or) they will be moved 
to the DoneandDusted Notebook, for future reference. Notes 
filed in this Notebook may include Generic tasks , temporary 
Check Lists like Grocery Shopping, List for a Planned Vacation 
etc , Things that can be done quickly, but which | choose to 
procrastinate for Tomorrow, Managing reminders for Things 


borrowed/lent and which should be gotten/given back etc. 


Y The ‘DoneandDusted’ Notebook - Once a Task is completed, 
Notes may be deleted or forwarded to this Notebook for future 
reference. Since Evernote allows a maximum of only 250 
Notebooks, users who use a strict Notebook based flow , can 
find this number used up. So, if a short term task is completed, 
and the Notebook no longer serves any function, the Notes 
present in that Notebook can be merged into a single Note, 


which can be transferred to DoneandDusted Notebook for 
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future reference, while the Notebook is deleted, thereby 


freeing up space to create a new Notebook. 


Y The Sandbox Notebook - The Sandbox Notebook is used to try 
out new and experiment with Evernote’s features. Rather than 
experimenting new features ( or features that | didn’t know 
which existed in Evernote) with existing Notes and mess up 
things, | have this seperate Notebook where | can create 
Dummy Notes and try out some of Evernote’s features, being 


sure that no important data will be lost. 


Y The Skeleton Templates** Notebook - Once | create a 
Skeleton Template in Evernote PC for Windows using the 
Sandbox Notebook( Skeleton Template explained earlier), | 
immediately move that Note into the Skeleton Template 
Notebook. | use this notebook strictly as a Read-Only 
Notebook. Whenever, | need to use a Template, it is duplicated 


from here and used in some other Notebook. 


¥ Journal Notebook - Evernote is one of the simplest tools to 
start writing a journal. At any point in time, when you feel like 
making an entry, you can simply fire up a Note, and type down 
what you feel, and since virtually all aspects of your life is 
already in Evernote, while jotting down your feelings, you can 
simply make References to other Notes in your Evernote 
account, using the ‘Copy NoteLink’ feature, and link them up to 


the Note currently being created. 
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Y Offline Reading Notebook - Evernote Premium Users have 


access to ‘Offline Notebooks’ across their Mobile Devices. This 
feature is like the Camel who drinks up his fill when he has 
access to water and can manage to go on for long periods of 
time, without it. So, once this Notebook option is set to ‘Offline 
Access’, the Mobile Device automatically caches the contents of 
this Notebook to the local device when an internet connection 
is available, and the contents of the Notebook can continue to 
be used and updated, if required, later, even when Internet 


Access is not available. 
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Understanding NoteLinks and Note 
Hyperlinks 





otelinks are definitely one of the most important features in 
Evernote. They allow you to create a co-relation and link two or 


more Notes together. 


An Internal Note Link which is typically used by a single User is a link that 
allows for a permanent location-identity of a Note, such that it can be accessed 
from another Note within any of the Evernote clients. This Note is strictly 
Internal, and cannot be accessed from a Web Browser or the public domain. 
Until the Note is permanently deleted, this Note link is valid through out. Upon 
syncing the client, the newly created Note goes to the Evernote server, and 


the server assigns a unique Internal Note link to every sync’d Note. 


In order to generate an ‘Internal Note Link’ for a Note ‘A’, right click on a Note 
‘A’ from the Evernote GUI using the Mouse, after a full sync. This will copy the 
Internal Note Link to the Clipboard of Windows. Once this is done, Open a New 
Note ‘B’, and pasting from the Clipboard will lead to Evernote posting the Title 
of the Note ‘A’- fully selected, along with a clickable link. Clicking the Link in 


Note ‘B’ will now lead to Note A. 
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Viewing the Internal Note Link is also quite easy. Right click on the Title Name 
in Note ‘B’. Choose Edit. This will open an Address Box displaying the Internal 
Note Address, which should look like this. 


evernote:///VieW/....../..:0./scecscseeceeees 


Using Note Link to generate and Manage a Table of 


Contents 


1. This has been a classic hack and has been used for a long time to manage 


multiple Notes from a common index Note, by millions of users. 


2. This feature has also been incorporated into the latest Evernote Windows 
Open Beta client as an automatic - ‘Table of Contents’ generator feature. ( 


Already in latest Official Release version?) . 
3. First Sync the Evernote client with the Server using an Internet connection. 


4. Then select a bunch of Notes from the GUI by pressing CNTRL key from the 
Keyboard. 


5. Right click and choose ‘Copy Note Links’. Paste this into a New Note. 


6. Evernote will automatically paste the Titles of the Chosen Notes, eachina 


new line. 


7. Each of these Notes will now be clickable and will lead to the location of 


the original Notes when clicked. 
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8. Users may wish to then choose CNTRL+A, and Click on the Numbered List 


or Bulleted List to format and manage their Table of Contents better. 
Internal and External Note Hyperlinks 


In the past, only Note Hyper links (Internal) existed in Evernote. But recent 
updates have seen some significant changes made to Notelinks, and hence | 
am using the term ‘Internal Note HyperLinks’ and ‘External Note Hyperlinks’ 


for functional clarity. 


Internal Hyper links are a great way of linking multiple Notes to a single Note 
without disturbing the content flow of the existing Note. They function ina 
manner similar to Web Hyper links. As the content is being typed into a note, a 
user can make a reference to some other Information present in another Note, 
by just selecting one or more words of the existing Note, and simply creating a 
clickable hyperlink to the Reference Note, without even having to mention the 


name of the Reference Note. 





CLICKABLE CNPER LINKS IN BLUE > WITHIN A NOvE, WHICH LEAD T© OTHER 
NOES WHEN CLICKED 
Today, however this model seems to be almost accepted, to a large extent, atleast in India. The introduction 


of official Youtube channels has reduced the number of intermediary websites, thereby enabling maximisation 
of advertisement revenue. 





. Kolaveri Di, Psy's Open Gangnarm 
their millions, only because the consumption model was free 
\ ’ 4 T= "i 





| Style have trended big, bringing users in 


ivan away far frag VouTithe hac alen created an annortinity far traditinnal nrint madiume like Manazinac ta 
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Internal Note Hyper Link - 


An Internal Note Link is a link that maps Multiple Evernote Notes using its 
Internal Evernote Address i.e with evernote:///ViEW/....../.ccce/sseseceeeeees , While 
an External Note Link is a link that links Evernote Notes using a Public Domain 


Address that starts with http:// or https:// 


The procedure to generate Note Hyper links is a logical extension of the 
previous procedure that was used to generate Note Links. At the point of 
syncing, Evernote generates and assigns two Note Links to the same Note - An 


Internal Note Link and an External Note link. 


When a user Right clicks a Note, Evernote stores the ‘Title of the Note’ along 
with a clickable Internal Link storing the ‘Internal Link Address’. When this is 
pasted directly into a New Note, Evernote pastes the ‘Title of The Note’ along 


with the Internal Address embedded within the link. 


In order to use Hyper links, The user has to first generate a ‘Copy Note Link’ 
function. They then have to choose a word(s), or a paragraph, right Click, 
Hyperlink, and choose Add. The Address Box will open, and they have to paste 
the Link. Now, the selected section of text will act as a hyperlink to the 


Reference Note. 


In the procedure mentioned in the previous paragraph, there exists two 
possibilities. /f the user at the time directly clicked the ‘Copy Note Link’ only, It 
will generate the ‘External Note Hyper Link’, when they choose to use it as a 
Hyperlink. If the user wishes to use an Internal Note Link as a Hyperlink, then 
they must Apply CNTRL using the Keyboard at the same time, while using the 


Mouse to choose ‘Copy Note Link’. Now, when the user pastes the Link in the 
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address bar, while choosing the Hyperlink, it will map the Internal Note Link 


within the Hyperlink. [ Thanks to the Online Discussion Forum for this tip] 


Internal or External Note Hyper Link - Whats the Big 


Deal? 


Traditionally, only Internal Note Hyper Links existed. Now, Evernote has chosen 
to bring External Note Hyper links as well. Evernote Internal Links will appear 
like evernote:///view/xx.. , While External Note Hyper links will appear like 


https://www.evernote.com/shard/.... 


IMPACT OF THIS CHANGE - This change brought about in Evernote 


can break the workflow, especially of Mobile and Offline Users. A lot of Mobile 
users, especially Premium users set their Entire Notebooks offline and map 
their Offline Notes within the same Offline Notebook using (Internal) Note 
Hyperlinks. This used to ensure a seamless workflow for them, even if they did 


not have an Internet connection. 


However now, that the default Workflow has changed, users who do not know 
about this change will be surprised to see that when they click their links 
offline, the Client will not go to the Indexed Note (evernote:///view/x) , but to 
some public location through a webbrowser (https://www.evernote.com/s..), 
And if they do not have an Internet connection, Evernote will not be able to 


access this information now. 


P.S : An Evernote representative in the forum also claims that External Note 
Hyperlinks should not be confused with Shared Notes. He claims that External 


Note Hyperlinks are not shared and can be accessed only by the same user. 
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External Note Hyperlinks helps a user access a Note from any web browser, 
even if they do not have an Evernote client. ( It doesn’t seem to make much 


sense to many users yet, but that’s the way, it is.) 
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Reminders 


eminders have been a long 
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design features that even an inde-pendent 


REMINDERS 


full fledged calendar cannot provide, it is 
very simple to understand and easy to use. 


By default a Note is not assigned to a Reminder. Such notes when observed will 
see a black coloured Alarm icon. When a note gets attached to a reminder, the 
alarm icon turns blue. This nomenclature is true for all clients. A note can be 


attached to a Reminder in three different ways. 


LIPinning a Note - This feature is typically useful for Notebooks that 
contain a lot of Notes, but the user needs to find certain notes easily 
within the Notebook and work on them, more regularly. While 
‘Shortcuts’ are generic to access information of all Types and across 
all Notebooks, the pinning function in Reminders helps the user 
access the most important Notes within a Notebook. 


Merely, clicking the Alarm Icon of a Note once across either the 


Viewing 55 notes from scratchpad = 
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Windows, Android or IOS client will pin the Note to a pin chart, found 


scratchpad » 
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PIN CHART IN REMUNDERS 


in the Reminder section. These Notes 


¥ 


& by default are not associated with 


any Dates or Reminders, but will 
continue to remain in the pinned 
chart, as long they are ticked off or 
their settings are changed by clicking 
the alarm bell again. This mode can 
also be used to assign a ‘non dated’ 
task to an existing Note. The Note 
title becomes the task. In this picture, 
you can see that 24 Notes ( both 


Nondated and Dated(explained 


below) out of 55 Notes in the Notebook are pinned to the Pin Chart). 


LJ Creating a ‘To-Do’ task : Without creating a note, a simple To-Do 


Task can be created. Refer the space ‘ Directly add a Reminder here’ 


on top of Notes list under each Notebook, directly under Reminders. 


Directly adding a task in that space, will create a To-do List, ( 


Internally Evernote will create a New Note with the Task as the 


Note’s title.) 


LJ Creating a Task based Reminder : This is a very powerful feature. 


When the Alarm clock is clicked, an option is provided, to fix a due 


date to a Note. This date can subsequently be modified across any 


clients, later. Once the task 


is completed, a simple tick off the 


Reminder column, again in any client, will remove the Reminder 
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associated with the Note. Evernote can be configured to set Email 


based reminders, of Tasks, due on a particular day. 


On the day when a Task is due, Evernote will automate and send a Reminder to 
the registered Email ID, setting the Evernote tasks due for the day, in an agenda 


form. This can be turned off, in Settings. 
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How to Manage Subtasks within a Project using 


Reminders 





Every large project or a task is the cumulative sum of the execution of a series 
of smaller tasks. So, let us visualize this small scenario of a larger task being 


broken up into a series of smaller tasks. 


By) Main Project Titie - Temporary Plan - Evernote for VAIO 
File Edit View Note Format Tools Help 





4> @ Today I Sharew ‘)) Print j_ Info B Delete 
@ Reminders Hack NoteBook * @ Click to edd tag 
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Main Project Title - Temporary Plan 


Phase |: 1 Week 


SubTask A1- 1 week : 
SubTask Al1-2doys gg” Normal typed) text, no hyperlinks 
SubTask A1.2-2 days : , 
SubTask A121 - 1 day 
SubTask B1 - 1 week 
SubTask 61.1 - 2 days 
SubTask C1 - 1 week 
SubTask D1 - 1 week 
SubTask 01.1 - 2 days 


Phase Il: 1 Week. 


On the completion of the tasks of Phase | within 1 week . Phase Ii shall commence. It shail include the following sub tasks, that shall be done entirely by the team, with no specific due dates for individual tasks, but a generic 
period of 1 Week after Phase | is complete. 

© integration of SubTasks A B.C and D 

© Subsequent Bug Fixes, i any 

© Compliance after integration. 

« Performance Improvements and Enhancements to meet the target performance levels. 
Phase Ill : Project Delivery 


The project shall be due for release/delivery, 24 hours after Phase ll is over.. i.e The Project shall be due for release on 31 January, 2014 
Signed, 
OK 


16 January, 2014 


Words: 170 Characters: 876 Size: 3.2KB 
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From the above snapshot, it can be inferred that in this manner, smaller 
subtasks can be managed in Evernote, and also each task can be cleared-off by 
using the inbuilt ‘Check List’ function present in the Note Editor, as and when 


they get completed. 


However, there exists a small problem. Only the main Task ( Title of The Note) 


can be assigned to a Reminder using Inbuilt Evernote tools. Evernote does not 


77 
support the assigning of random text content within a Note to a Reminder. So, 


how is it possible to assign subtasks to a date-of-completion, each with an 


automatic inbuilt Reminder system? 


Inorder to achieve, this given task, we make use of another Evernote feature - 


‘Internal Note Hyperlinks’, which was explained earlier. 


If Required, create an Independent NoteBook for doing this task. This will 
eliminate all other deliverables, or pinned notes that reside within the same 
project, but have no direct bearing on the due dates of the ‘Main Task’ or the 


‘Sub Tasks’ of the project. 


A New and Independent Note is created with the Title of the Subtask and using 
the Reminder feature, as explained previously in this chapter assigned to its 
date of delivery. This is replicated for all sub tasks within the entire Project. 


Once this is completed, force a Sync to Evernote’s servers. 
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Now Right click on each subtask Note, and choose the option ‘Copy Note Link’. 


This will copy the content to the Windows’s Clipboard. Now Go back to the 
main Note and replace the typed text by pasting the Content from the 
Clipboard. This should replace the same text, what was originally present, but 
now in a ‘clickable’ format. Clicking on the link should take the user to the 
respective independent ‘Subtask’ note. Replicate the procedure for all subtask 


notes. 


Once this is completed, assign the main Note to the final due date of the fully 
completed project. Now, once this completed, you will get the following 


benefits of following this procedure. 


1. An automated Reminder occurs through email, on the day that a sub-task 


is due. 


2. Using the ‘Check List’ feature, sub-tasks which have been completed can 


be ticked off. This is especially useful for tasks involving collaboration. 


3. At any point in time, user(s) are able to see the sub-tasks next due, or get 
an entire picture of the project, by viewing the dates of all the subtasks. 


[Refer picture]. 


4. Dates of Subtasks can be re-assigned, if required without disturbing other 


sub-tasks. 


5. The User will get an automatic Reminder Email on the date that the full 


task is due. [ Default Evernote feature. | 


Evernote’s Unique Email ID Feature 


new user who signs up for an Evernote account will provide a 
registered Email ID, in order to authenticate their account. This might 
be some email address registered with traditional Email providers like 

Gmail, Yahoo, Hotmail etc. This email id is called the User ID (or) registered 


Email ID. 


Upon registration and creation of a Free Evernote account, Evernote provides 
each user with another Email ID, which is unique, and is attached to the 


@Evernote domain This is different from the Registered user ID, functionally. 


Unlike other Email service providers, Evernote does not allow a user to choose 
their Evernote email ID name, and it provides one by default. This unique Email 
ID serves as one of the several gateways through which information can be sent 


and received from a user’s Evernote account. 


When users send or forward an email to the unique Evernote email ID, the Email 
will download as a note in Evernote. The Subject of the Email will become the 


Title of the Note. 


LJ User ID is the Email ID which was provided to Evernote by a user 
during the registration process. Typically, it looks like this 
user@gmail.com (or) user_xyz123@yahoo.com. A free user’s Unique 
Evernote email ID will be something like this 


user12za65rrb32@m.evernote.com. 


LJ User ID will be used by the Evernote user to sign into an Evernote 
account (or) Evernote authorized web service like the On-line 


Evernote Discussion Forum (discussion.evernote.com) (or) to 
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authenticate an Evernote account to a third party application. Unique 
Evernote email ID will be the ID used if a user wishes to forward an 
email to their Evernote Account. The next time, the user sync’s their 
account, the email will be downloaded to their Evernote account as a 


seperate note. 


Trivia - Evernote Premium users can contact Technical Support to change their 
unique Email ID from the randomly generated Email ID to a more easily 


rememberable email id like user12@m.evernote.com 
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Uses of Evernote’s Unique Email ID 


his chapter tries to provide a few examples of how Evernote’s Unique 


Email ID feature can be used. 


LJ Evernote’s Unique Email ID can be used to forward important Emails 
from your main Email account for organization and storage purposes. 
Evernote’s smart filing feature (explained later) can be easily used to 


Organise Forwarded Information, at the point of forwarding itself. 


LI Can be used to substitute lack of Third party Integration - This tip 
suggested by me, appeared in the LifeHacker Website. In a lot of case 
scenarios, information obtained in a third party client cannot be 
directly sent to Evernote, because of the lack of direct Evernote 
integration (or) because the Third party may have kept this feature as 
a Premium service. 

Ever since the demise of Google Reader, millions have moved on to 
the Feedly Cloud Service which helps users manage their RSS feeds 
across multiple devices. | use my Ilpad to manage and read my RSS 
feeds. 

However, One Touch Direct integration with Evernote from the 
Feedly client in IOS is a premium feature costing 5S/month. Since, 
the basic version of the Feedly client does not support direct 
Evernote integration, users can use the Unique Evernote Email ID 
feature instead to forward content from Feedly into their Evernote 


accounts. 
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Go to Feedly settings in IOS and configure the "Mail CC" value as your 


Evernote Unique Email ID. Once this is done, each time you wish to 
send an article from Feedly to Evernote, just click on the mail icon. 
The ‘To’ column would remain blank, but the CC column would be 
holding your Evernote email ID by default. Just click send, and the 


post is automatically forwarded into Evernote. 
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Smart Filing of Evernote Unique Email ID 


hen a Note is being forwarded to Evernote using the user’s 
unique Email ID, it is downloaded to the Default Notebook, when 
the Evernote client is next sync’d. From there, the user can Move 


the Note into another Notebook, add Tag(s), or add a Reminder to that Note. 


The Smart Filing feature of Evernote allows the user to automate this process at 
the time of forwarding the note to Evernote itself, through some simple syntax 


commands. 
LI ‘@’ must be pre-assigned to the Destination Notebook. 


LJ ‘IYYYY/MM/DD’ must be the syntax for a Reminder date to be 


associated with this Note. 
LJ ‘#’ must be pre-assigned to assign the Note to existing TAG(s). 


While sending/forwarding the email, users need to enter the syntax strictly in 


the following order, after the Email’s subject. 
SubjectMessage @NotebookName !YYYY/MM/DD #tag 


For e.g If an Email ID is forwarded with the following Subject Line column 
- Serif PagePlus X7 @Serif_Software !2014/02/21 #pageplus. 


LJ The note will automatically be forwarded to the Notebook titled - 


‘Serif_ Software’, if it already exists. 


LA reminder will then be automatically assigned to this note with a 


reminder alarm dated for 21% February, 2014. 
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LIThe tag ‘Serif_Software’ will be automatically assigned to this note. 


Users can read more about Smart Filing of Email from the Official Evernote Blog, 


here. 


Trivia - Users who wish that their note gets pinned as a ‘Non Dated’ reminder 
note, can simply add a simple ! , at the time of forwarding an email into 


Evernote. 
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Evernote Note-Editor Options 


Ithough Evernote is primarily a text based Cloud Syncing service, it has 
a very minimal set of Editing functionalities, but these functionalities 
are smoothly built across all their native clients, which ensures a 


seamless approach to note updation and management. 


However, unlike the Mobile clients, the PC client has an additional set of Tools 
that include ‘Table Creation’, ‘Horizontal ruler’ and ‘Text Encryption’ etc. These 
tools are by default not present in the Mobile clients, but information created in 
PC using these tools can be re-accessed and updated using the Mobile clients. | 
have already spoken about this, in the Introduction to ‘Three step approach to 


using Evernote’. 


It is this reason, ( which | even mentioned in a previous section) which makes 
using the PC client, make Evernote a much more powerful Tool. | will cite several 
examples of these ‘Power Tools’ in the sections to follow. Here are some editing 
options present in Windows PC. A detailed Table will describe the status of 


these features across other client platforms as well. 


LJ Font, Size and Colour - Users can update their Text Font, Size and 


colour of their fonts. 


LJ Styles - Evernote supports regular Font styles like Bullets, Italics and 


Underline. 
LU Highlighting - Evernote supports highlighting of text. 
LJ Bullets - Bullet is supported. 


LJ Numbered List - Automated Numbered list is supported. 
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LJ Check List - Automated Check list is supported. 
LJ Indenting - Indenting to move editor, left or right is supported. 
LI Alignment - Note alignment is supported. 


LJ Note Encryption - Barring check lists, Evernote supports the 
encryption of simple text information created using any of the above 


mentioned tools in Windows PC. 


LJ Table - Evernote supports the creation of a Table, using defined 
number of rows and columns. It supports minimalistic updation of 


the Table, like ‘Adding or Removing’, ‘rows or Columns’. 


LJ Horizontal Ruler - Horizontal Ruler can be used to segregate sections 


of information, within a single Note. 


LJ Add Attachments - The Attachment Icon allows the user to add any 


file (any format) as an attachment to the Text Note. 


LJ Mic - Clicking on the Mic Icon, turns on the Audio option. Audio 


can be recorded and automatically saved on the same Note, as an 


attachment file. 


These editing options may not count for much when pitted against a ‘Word 
Processor’ engine, but the key point is that using any edit option has to be 
seamless, across all clients. Using these simple editing options, across all 


Evernote platforms, can make Evernote a mightily powerful experience. 


While most options mentioned above are available across all platforms, the 
creation of Table, The ability to Encrypt text , the “Copy Note Link” ( only 


recently 
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| | Windows PC 10s 


oe 
Font, Size and Font, Size and 
Colour Colour of Select- 
ed Text can be 
updated. 
Styles Supports Bold, | Supports Bold, | Supports Bold, 
Italics, Under- Italics, Under- Italics, Under- 
line, Strike- line, Strike- line, Strike- 
through through through. 


Highlighting Yes, of Selected | Yes, of Selected | Yes, of Selected 
Text Text Text 


[Alignment [Yes | No | No 


Note Encryption | Yes, can both en-| Encryption Not | Encryption Not 
crypt and de-_ _|possible. Text en-|possible. Text en- 
crypt selected |crypted in PC can|crypted in PC can 

Text be Temporary be Temporary 
and Permanent | and Permanent 
Decryption is Decryption is 
possible. possible. 


Yes, Table can be | Table cannot be | Table cannot be 

created and in- | created. But Ta- | created. But Ta- 
ternal cell values| ble created in ble created in 
modified PC, cell values PC, cell values 

can be accessed | can be accessed 
and modified. and modified. 


Horizontal Ruler 
Attachments 


Yes Yes Yes 


COMPARISON OF Neve EDIZING OPLIONS 
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available in Android - Not available in Stock IOS / paid third party Clever HD in 
|OS supports this feature) , the ability to create and modify Note Hyperlinks are 
features which at the moment can only be created in Windows PC, but once 
created, provide awesome follow up functionality, when the notes are 
subsequently accessed in Mobile. This is why | strongly recommend using the 
Evernote PC client, if available, to boost the Evernote workflow. Some examples 
of these features have been mentioned in earlier chapters and more Examples 


for all these features will subsequently follow. 


Encrypting Selected Text within a Note 


vernote provides the option to selectively encrypt textual information 

within a note, at the client side itself. (Please note that any attachments 

in the Note will not be encrypted by Evernote). Evernote supports 
encryption of all forms of text created with the basic Editing toolset ( Only Check 
list is not supported). This includes Tables, Bullet lists, Strike Through’'s, 


Numbered lists, Indented text etc. 


Once the text is selected, Right click the mouse to bring up the option - ‘Encrypt 
Select Text’. Clicking on that message will bring up a box, which asks the user to 
Enter a password. Once a password is entered, the selected portion of text is 
replaced by a lock icon. This means that the text is now encrypted in the client 


itself. 


On syncing the client, this information is sync 'd into Evernote’s servers, but is 
not viewable at the Server’s side. When the note is downloaded on other 
Mobile devices, users will continue to see the same lock. On clicking the lock, 
the client asks the user to enter the password. On entering the correct 
password, users can either choose to view the encrypted info ‘temporarily’ or 
‘permanently’ decrypt the message on their clients. Users who choose the 
temporary option, can edit the encrypted portions of text locally, and sync these 


changes across their cloud to other devices, as well. 
Important - 


LJ Encryption of Text is client based and not server based, based on 
Open Source standards. Users must remember that in this case, 


they must carefully remember the password. In the event that they 
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forget their password, the encrypted text cannot be recovered 


again. 


LJ Text Information which is encrypted cannot be indexed by Evernote 


and will not show up in Evernote search results. 


LJ While Evernote does support adding any file format, as an 
attachment, it does not provide direct support for encrypting 
content, other than text. Users who wish to add encrypted files, can 
do so by using Third party Open Source encryption software like 


Fruecrupt , encrypt their content and then add them in Evernote. 


LJ Evernote cannot search and index information from file formats 


which are either encrypted (or) password protected. 


*There have been a few recent reports online that ‘TrueCrupt’ has been 


compromised, and its encryption is no longer dependable. 
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My views on using Encryption in Evernote 


he aim of using a software service like Evernote is to get a seamless 

workflow and most importantly, a rich Search Experience, and for that - 

Evernote should be able to index files, which means that they must also 
be open. While | do understand that there might be a lot of case scenarios 
where users may prefer to use the ‘Text encryption’ option provided in 
Evernote, | am not a strong supporter of adding ‘encrypted attachments’ in 


Evernote, because it kind of defeats the basic purpose of Evernote’s indexer. 


The other side of the coin may present a very different picture, however. As long 
as there is information in the Cloud, it can always be vulnerable. Off course, if 
certain allegations are true, then may be nothing is safe for us. Even our own 
hardware machines may have been compromised, which renders the whole 
thing meaningless. Virtually inevitable aspects of our online life, we ourselves 
have given it away to Data Mining entities. We may not have been aware when 
we started, but now We have also reached a point where our lives would stall, if 


we backtracked and stopped using these services. 


Given the recent spate of attacks on several huge data companies including 
Yahoo, Adobe and even Evernote itself, it may not be wrong to adopt such an 
approach, especially for Evernote Windows Users, who can easily manage and 


update their attached files seamlessly. 


Mire over, every day, we read news about newer malware and viruses targeting 
our machines. Even apps downloaded from Official Play Stores are not 100% 
safe. The role of certain agencies targeting user information, in recent times, has 


also raised many a doubt. 
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Maybe there may be other use cases, of users having benefited by adding fully 
encrypted information in Evernote, something which | am not aware of. At the 


end, It all boils down to individual personal choices. 


Optimizing Evernote Sync 


he heart of the Evernote Cloud Experience is the ‘Sync’ function, 
because it is this function that enables seamless transition of 
information across devices. Over recent times, the Sync performance 


has improved very much, making the Evernote experience much more smooth. 


An article published in the ‘Official Evernote Blog’ lists the variables that 


influence the Sync function across Evernote. 
LJ The number of notes in your account. 
L) The average size of resources (images, PDFs, files). 
LJ The number of users simultaneously syncing on the same server. 
LJ The number of devices you use. 
LJ The amount of collaboration with your notes and notebooks. 
You can read more about this post, here. 


Now, let us see, how to optimize each of these individual variables, for a smooth 


Evernote Sync experience. 


1. Number of Notes - Number of notes is one of the variables that influences 


sync. This note also informs how to remove unwanted notes, thereby reducing 


number of notes and improving Sync. 


The purpose of bringing information from various sources is to not only have a 
central archive for storing, accessing and updating information, but to possibly 
even create new contextual information. This can be done manually through a 


series of Evernote tool functions, like Tags, notebooks, hyperlinks, Note links etc. 
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Evernote does not have a policy of data mining. However, using the information 
that we provide, as mentioned above, Evernote's intelligent algorithms improve 
contextual results even further. This is best exemplified by the Related Notes 


feature. 


The presence of unwanted notes in your Evernote account, can also negatively 
influence the search experience, because without your knowledge, the 
content of these notes are also being indexed, and will throw up in search 


results. 


The Evernote search experience is all about bringing results which are relevant, 
created or known to you, and these notes are definitely desirable. Sometimes, 
unwanted notes can come into your Evernote account without our own 
knowledge, and due to this, they will also show up in search results, something 
that we do not want. The Evernote experience should be such that it one should 


get 10 notes that are relevant rather than 100 which are not. 


So, the solution is to eliminate Notes, which are not of any relevance to us. Here 


are some of the ways.. 


L) Prefer semi automatic triggers when linking other services to Evernote 
through Trigger services like IFTTT. Eg Prefer creating a Receipe in 
IFTTT like *(starring) an email in Gmail to forward it to Evernote, 
instead of creating a recipe that auto forwards every incoming email 
to Gmail intoEvernote. This prevents even the spam mail in Gmail to 
get auto forwarded to Evernote. (| prefer using Clients like Mozilla 
Thunderbird to take a backup of Gmail. | do not recommend using 
Evernote for Email backup. | shall talk more about this in the IFTTT 


section, later.) 
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LJ Third party apps like Context Booster, provide automated search 
results, based on the context of the Note. When a note in Evernote 
is tagged with ‘contextboost’, it is sent to ContextBooster, which 
analyzes the context of the Notes, and then sends notes populated 
from the Web, into your Evernote account, and creates a co-relation 
with the originally tagged Note. However, not all of these results may 
have meaning for us. Periodically, look into such results, and delete 
notes that you do not want. ( Personally, | do not recommend using 
such services for your own Notes. However, | feel that they can be 
used for notes which are clipped from the Web, because the Note is 


Public, anyways.) 


LJ Once a task has been completed, the Note(s) and Notebook created 
for that task no longer serve any purpose. Assess the notes to see if 
they might serve any purpose of referral in future. If they will not, 


then delete them. 


2. Average Size of Resources - | have already recommended a dynamic 


approach to using Evernote, and one of the main factors involved is the speed 
and cost of the current Internet connection. As long as you have the luxury of 
using a Hi-Speed Broadband connection, you will be able to seamlessly ‘Sync’ 
notes, when adding attachments, subject to Max.Upload bandwidth restrictions. 
However, if you land up in a scenario where you only have a slow Internet 
connection (256-512kbits/sec) or a 2G connection, it is advisable to stop adding 


attachments at all, or add attachments with only smaller sizes. 


When using a slow Internet connection and where ever possible, try optimizing 


for File size, even at the cost of quality, if possible. For instance, if a HQ video 
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has to be mandatorily linked to a Note, the size of the video can be lowered , by 
re-converting the video to a lower quality. This can be done by reducing input 
bitrate, or using a more quality efficient Video Format Standard ( like H.264) , or 
by lowering the video’s frame resolution like HD > 480p or 240p. 

Also users, who use PDF files, with simple text only, might choose to copy and 
paste the contents of their pdf files as ‘simple text’ in an Evernote Note. This is 
especially beneficial for the Free user, since Evernote will not search through 
PDF files for free accounts, but offers search for simple text, inside an Evernote 


Note. 


3. Number of users simultaneously accessing the Evernote 


server - The user has no control over this variable. So, nothing much can be 


done here. 


4. The number of devices being used - If a user has multiple devices ( 


espcially, if they are cross platform, or of different Form factors), then it would 
be suggestible that they continue the approach of using Evernote across these 
multiple devices. By using multiple devices across multiple platforms, the user 
will begin to understand the strengths of each device, and accordingly modify 


the work flow to get improved results from Evernote. 


5. Collaboration - Once a task has been completed, then there is no need to 


continue sharing Notebooks. The user can ‘unjoin’ from ‘Joined Notebooks’, or 


‘Stop Sharing’ Notebooks. This will make Sync faster. 
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Sync, Note Conflicts and Management 





his chapter attempts to deal with various issues surrounding Sync, 


Note Conflicts and manage them in great detail. 


Evernote Sync 


Sync - Sync is truly the heart of the Evernote experience. It offers the possibility 
of seamless creation of new data, access and update of previously created data 


across all devices, thanks to the presence of the centralized cloud. 


How syncing works in Evernote - At any point of syncing, the copy in the 
Cloud is always the Master Copy of the Note. The version between the 
Cloud’s Note copy is compared with the device currently syncing with the 


Cloud. 


1. If the copy present in the Cloud has a newer updated Time, the copy of the 


Cloud is transferred to the Local client. 


2. If the copy of the Client has a newer update Time, the Client’s note is 


copied into the Cloud. 
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Let us consider a small example of a user who uses 2 hardware devices A (A 
Desktop PC) and B ( a Smart Phone) and has Evernote installed in them. Let us 


see, How, the Cloud is able to generate a seamless experience for the user. 
|) User creates a New Note with the Word Apple in Device A. 

Device A > Apple. 

Cloud > X 

Device B > X. 


Background > The Note syncs to the Cloud and the Note is duplicated into the 


cloud. 

Device A > Apple. 
Cloud > Apple. 
Device B > X. 


Il) After a while, the user chooses to update the Note again from Device A by 


adding the word Ball after the word Apple. Now 
Device A > Apple Ball. 

Cloud > Apple. 

Device B > X 


Background > The Note syncs to the Cloud and the Note A which was created 


after the Master Copy in the Cloud, over writes the Note into the Cloud. 
Device A > Apple Ball. 


Cloud > Apple Ball. 
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Device B > X 


Ill) After a while, the user now opens the Evernote application on Device B and 
connects it to the Internet. Now, B will communicate with the Cloud. Since B 
does not have details of this note at all, the Cloud’s version de-facto becomse 


the latest updated version of the Note. So, the Note downloads to Device B. 
Device A > Apple Ball. 

Cloud > Apple Ball. 

Device B > Apple Ball. 


IV) Now the user makes an update to this note by adding the word Cat using 


Device B. 

Device A > Apple Ball. 
Cloud > Apple Ball. 
Device B > Apple Ball Cat. 


Background - The user can choose to force a sync from Device B, or based on 
the settings, after a period of time, Device B will try to communicate with the 
Cloud. Since the Note has a later update time on Device B than the Cloud, the 


Device B’s Note will over write on the Cloud’s Note. 
Device A > Apple Ball. 
Cloud > Apple Ball Cat. 


Device B > Apple Ball Cat. 
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V) After a while, the user attempts to connect Device A to the Internet. Now, 
the Note in the Cloud has a later update Time stamp than Note on Device A. 


So, the Note in the Cloud will seamlessly over write the Note in Device A. 
Device A > Apple Ball Cat. 
Cloud > Apple Ball Cat. 


Device B > Apple Ball Cat. 


8 o 
>. 


[ Illustrative Example continued in Next page] 
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‘Note was last updated directly to the Cloud Through a Web Browser’ 


“A 
e 





Simultaneous update of the same note from two different devices 
Attempting to connect to the Cloud will lead to a Note Conflict. 


/ 
E 





[ End of Ullustrative Example] 
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Note Conflicts 


mA Activity | [Fj Usage FP NewNote ~ | 4} Sync 


4 . 
When two or more devices 





There was a sync conflict with #Reference index Evernote try to communicate with the 
tips and hacks, your version of the note is in Conflicting 


Sera * Cloud at the same time, with 


There was a syn Mensiict with Logging and Storing 
Periodical Information Using Evernote and Generating St..., 
your version of the note is in Conflicting Changes. 


each of them having a 


‘Updated’ time stamp later 
g 


There was a sync conflict with Logging and Storing . 
Periodical Information Using Evernote and Generating St..., than that of the clo ud, It 
your version of the note is in Conflicting Changes. 


C throws the Cloud into a ‘state 


There was a syn€tonflict with Logging and Storing 


Periodical Information Using Evernote and Generating St..., of Confusion’, as to the Note 
your version of the note is in Conflicting Changes. ‘ 


from Which client needs to 


There was a sync conflict with #Evernote tips and hacks #1, 


5 /ersi f th te is in Conflicting Cha i . 
EE eee ae eer ee: eS en ee be overwritten over the note 


There was a sync conflict with #Evernote tips and hacks #tips 


only, your version of the note is in Conflicting Changes. In Its server. 


t 


You shared List of Software to Install and Other Useful : Rather than risk a scenario of 
attempted ‘Error Correction’, Evernote throws up a message titled ‘Sync 
Conflict’ intimating the user of the situation. While Evernote does not support 
‘Conflict based auto-correction’ at this point in time, it is implementing 


changes in its system that minimize the amount of ‘Sync Conflicts’. 


Note Conflicts arise primarily due to two reasons. 


(1) Single User/Multiple Devices Note Conflict - whena 


single user uses Evernote on multiple devices, there is a possibility of Note 
Conflict arising. When a user makes changes to an existing Note on two devices 
and then sync’s them to the Internet, it throws the Cloud into a state of 


confusion, thereby throwing up a ‘Sync Conflict’ Error. 
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If a user is fortunate enough to have the presence of 24*7 Internet connection 
( Wifi at Home and 2G/3G Wireless Connectivity), then this error can be easily 


avoided by following these 3 steps. 


STEP 1 - Start of session : Force a sync, manually. This should ensure that the 
state of all notes ( master copy) from the cloud server will get downloaded to 


your local client. 


STEP 2 - Make changes or create new notes : Now, you can create new notes 
or make changes to existing notes. Now, depending on your device settings, 
and as you continue working , you will find that periodically, the client will keep 
trying to sync with the server. Don’t bother about that. Keep continuing your 


work. 


STEP 3 - End of session : When you know that the session has ended. Click 
manually on the sync button. Now. The client will attempt to connect with the 
server. Now, all the changes of notes that you made in this session in your local 


client (or any new notes) will get uploaded to the cloud. 


In the event, that the user has to use multiple devices without an Internet 
connection at times, especially for longer periods of time, it is almost 
inevitable that Note conflicts will happen. In this case, Note Conflicts have to 
be resolved manually, which is obviously a painful process. Breaking Notes into 
shorter Notes and linking them using the ‘Indexer Note approach’ makes 


solving ‘Note Conflicts’ much more easier. 


A seperate chapter on manual Resolution of Conflicting Notes will be updated 


in subsquent releases of this book. 


[ The Indexer Note approach is explained in detail later, as a seperate chapter]. 
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(2) Shared Notebook/ Multiple User Note Conflict - When a user shares a 
Notebook with another user for collaboration, there might arise a scenario 
where both users may be updating the Note from their respective ends at the 


same time, confusing the Cloud Server, leading to a conflict. 


(The Recent Open Beta Version of the Evernote Windows Client is bringing a 
solution to this problem by providing Real time Info/ locking down a Note 


which is currently being edited by one user(Latest Official Release Version?). 


Users who do not use Beta versions can make use of the same concept, 
explained below as a manual flag until this feature is updated in the next 


Official Release Version. This approach is explained in the last chapter. 
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The Indexer Note Approach — 





he Indexer Note approach is an Evernote workflow that is based ona 

single Note that is called the ‘Indexer Note’, which indexes all other 

notes which are created and updated to complete a specific task. 
Although the Approach does not interfere with a ‘TAG’ based organization 
workflow, the approach is typically ‘Notebook’ based. Although the Indexer 
Note can index Notes spread across Several Notebooks, it is recommended 
that all notes updated in the Indexer note be from within the same Notebook. 
This is especially useful when Offline Notebooks are accessed ( Premium 


Feature) when there is no Internet connection. 


BENEFITS OF THE INDEXER NOTE APPROACH 


The Indexer Note Approach provides the following advantages. 


1. It helps access Information faster, especially when there is lots of 


Information( Notes) within a Notebook. 


2. It helps load Information within the Client faster, saving wireless Internet 


Bandwidth costs. 


3. By breaking down information into smaller chunks, It increases the 
possibility of a text Note remaining Cached within a mobile client, thereby 
enabling easy access to the client, even without the need to fire up the 


Internet. 
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4. Since the Indexer Notes maps to virtually all information within the 
Notebook, either directly or indirectly, the Note alone can be directly fired 
up in Presentation Mode ( Evernote Premium Feature) and a presentation 
mode can be presented easily, without the need to select Notes, create a 


New Table Of Contents and then Fire up ‘Presentation Mode’. 


5. Larger notes that run into ‘Note Conflict’ issues are typically very difficult 
to resolve. The Indexer Note approach helps users solve ‘Note Conflict’ 


problems much more easily, since the content of each Note is minimal. 


6. Adding the single Indexer Note to Evernote Shortcuts, prevent cluttering of 
the shortcuts space, since the purpose of shortcuts is to find any info 
across multiple projects immediately. There is no point, if there are 60-70 
indexes in shortcuts itself. So, the indexer approach helps very much in this 


case to minimize info added to shortcuts. 


7. Easier and smoother access to Offline Notebooks - Since all sub Notes 
mentioned in the Indexer Note are present within the same Notebook, it is 
easy to take the entire Notebook Offline. Even without an Internet 
connection, easy management of Notes within the Notebook can be done 


through the Indexer Note. 


DESCRIPTION 


Whenever a New Project is begun, create a Seperate Notebook to work 
exclusively for the New Project. Create a Note and title it appropriately. This 
Note is the Indexer Note. The Title should remind the user that the note belongs 


to this Project, while at the same time, the note also functions exclusively as an 
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Indexer Note. Apart From Indexing all other Notes within the Notebook, ensure 
that no other content is created in this Note, especially attachments, since the 
Indexer note needs to fire up quickly when clicked. Once the Indexer Note has 


been created, add the Note to ‘Shortcuts’. 


When a New Note ‘A’ is being created, try to keep the Notes as small as possible. 
If there is attachments to be added to a particular text note, do not add the 
attachment to the same Note ‘A’. Instead, create a seperate note ‘B’ and add the 
Attachments specifically to the new Note ‘B’. Now, using Internal Note 
Hyperlinks, ( pressing Ctrl key) , generate a unique Internal Hyperlink for B and 
post it as hyperlink within a selected word in Note A. ( Internal Note Hyperlink 


Concept and the latest change in Evernote has been explained earlier.) 


( To View or Update 
Existing Note) 








SHORTCUTS 


INDEXER 
NOTE 





GENERATE 
TABLE 


INTERNAL 
OF 


LINK 
CONTENTS 


UPDATE 
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Now Notes A and B have been linked. Now, generate a ‘Copy Note Link’ for Note 
A and paste it in the Indexer Note. There is no need to paste link for Note B in 
the Indexer Note, because Note B can be accessed from the Indexer Note 


through Note A itself. l.e Indexer Note > Note A > Note B. 
Each Note can be pinned to a Reminder 


Indexer Note 


TEXT —-~y ATTACHMENT 
NOTE #1 #1 







TEXT > ATTACHMENT 
NOTE #2 A 


TEXT p ATTACHMENT 
NOTE #3 # 


TEXT —> 
NOTE #4 —_— 


Added and Accessible from 


Shortcuts Tab. 


Smaller size means that they are 
Easily cacheable and editable 


Whenever a new Note is being created in the Notebook, immediately generate a 
‘Copy Note Link’ for that Note and update the Indexer Note - Table of Contents 
by pasting the link in that Note. The ‘Copy Note Link’ feature is available for both 
Evernote Windows and Android. IOS users can avail this feature by using the 


paid third party Evernote Client - Clever HD. 


As every new Note being created and its link is being updated in the indexer 
note, other Reference Notes can be internally mapped to other Notes, by 
selecting a word and applying generated ‘/nternal Note Hyperlinks’ (Pressing Ctrl 


key). 
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When ever a note needs to be updated, users can access the Indexer note from 
Shortcuts in their Client ( Mobile/PC), click on the link, access and update their 
respective Notes. If this process is being followed, then after a while, the 

information in your Notebook should look like this. Typically all Notes within the 


Notebook should be directly or indirectly accesible from the Indexer Note. 


@ scratchpad 

@ Conflicting Changes 
a Evernote_For_Dummi.... 
8 Phone short SMS codes 
B Trash 

@ Fight back - Random ... 
@ xu 


[9 Evernote book topics and st... 
[) Evernote Table for Easy com... 
ED Tip Set#2- Generic Tips 






@ Conflicting Changes 

@ Evernote For_Oummi.. 
'Z] Phone short SMS codes 
B Trash 

@ Fight back - Random... 
@ 2 


© Evernote book topics and st... 


7] Evernote Table for Easy cor 
Tip Set #2 - Generic Ti 


Shortcuts 
on ae 
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Today The indexer note approach 
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faster even in a mobile 
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wtebook, like Reference 
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license details Using Note links to 
update your Table of Contents 
using Mobile Note Export options 
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Describe the various 
individual attributes of a note 


Today Here are the various 
attributes of a note, apart from 
the actual body of the h Note 
Title Created Date M cu Date 
Author Location ce 
URL. Unique Note Links. (both 
Internal and External) Resident 
Notebook 









How to manage a large 
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Today The Maximum Individual 
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SSI 


notebook, like Reference Information, Inventory, management etc which is related 
over all to the project content, but can be separated from the main notebook, 
Create additional notebooks for such information. This will prevent cluttering of all 
information into one notebook. 














3. Create a stack for the project and place all the notebooks into this stack. 

4. Now create a new Notebook to manage dates of the whole project plan. This 
creates easy viewing of dates without having to look at the dated info of other 
independent notes. #Reference sub tasks dating example 

5. Now, Create a seperate Note as the indexer note. Use table of contents if 
necessary for the first time. Add the indexer note to Evemote Shortcuts. 

NOTES: the project, generate a note link and add it to the 


7. Unless hn Wore required, try t erechmans' and 
the respective attachments 
8. Ensure that all the text and the c 
notebook. 
9. Pin multiple notes ( non indexer ) to reminders as repired 
10. For diagrams related to Indexer Note can be found and here. 
11. You can see an example of how much ro a Bandwidth savings for using this 
‘Indexer Note’ approach can help 
12. Link other notes, to the notes referr 
HyperLinks' (Don't forget to press C! 
through various notes in the Project. 
42 
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BANDWIDTH SAVINGS BY USING THE INDEXER NOTE APPROACH 
FOR FREE EVERNOTE USERS 


1. The Maximum Individual Size of a single Note for a free Evernote user is 
25MB and for a Premium user is 100 MB. Up to this limit, users can add as much 


information whether it is text, image, video, or any other file. 


2. Compared to other multimedia file formats and regular attachments, 
Text consumes the least space, typically in the size of Kilobytes for most content, 
and is easily cachable for any digital application that manages text. It is the same 


for Evernote as well. 


3. Evernote users in many instances would have found that while accessing 
their Mobile devices even without an Internet connection, would have seen 
many ‘Text only' notes open, while those with attachments failed. This is 
because the ‘Text Only' Note was already cached in the device's limited memory 
and opened up immediately. ( Premium users can force any number of notes, 
including attachments to be cached.) If however, the same 'Text Note’ had an 
attachment in it, it would fail to open, because of the larger size of the 


attachment. 


4. So, we are going to use the above information, to save some bandwidth 
and make Evernote work faster, by trying to keep Text and Attachments 
seperated, and use the 'Indexer Note’ approach. This approach is particularly 


useful for 'Free Evernote Users’. 


5. Let us assume that in a Note, there are 4 attachments (of any type) and 
say each of them is of size 1MB each. There are 4 independent paragraphs ( of 


various kinds including bullets, numbered lists etc) that are associated with each 
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of these attachments each of the paragraphs of size 20KB, and each of the 4 
attachments and the 4 paragraphs deal with a common topic, based upon which 


the Note is titled. 


6. Under Normal circumstances, such a note will not open in Evernote 
Mobile, without an Internet connection. Not only is Mobile Internet much more 
expensive, but in some countries which still use the 2G standard, it can be quite 
slow. If you wish to merely add a text update to one of these paragraphs when 
on the move, you would have to wait for the entire 4MB and 80KB to download 
before you typed content into the note or accessed an attachment. [Premium 


users can off course, set the entire Notebook to be accessible Offline. | 


7. Instead if a free Evernote user followed this approach - they would likely 
not need to spend any bandwidth at all to open the text file, since it is likely to 
remain already in the Phone's cache, since it is only 20KB in size. If they need to 
modify a single attachment, they would only have to download 1MB, compared 


to the 4MB+80KB, if all the content had remained in the same note. 


8. Not only is this approach faster, but it also saves expensive Mobile 


Bandwidth. 
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Using Evernote and Sticky Notes to keep 
Track of Physical Location of any Object 





t some point in our lives, we tend to come across this situation. We 

needed some thing, but we just cannot remember where we kept it, 

last. It is there some where, but it is not available when we need it. 
Personally, | have come across this situation a gazillion times in my life, and | 


tried to use Evernote to rectify it. 


This example also talks about one of the processes that | have already 
mentioned in the ‘Three Step Approach to Using Evernote’ - the need to 
constantly refine and adapt Evernote workflows, which will be different for 
each user. The basic mantra is to ‘Retain and Improvize those processes that 


are working for you, trash or re-design work flows that aren’t’. 


There is a seperate chapter at the end of this book, describing this ‘Refining’ 


process with suitable examples. 


Most readers who read this book would be aware of Evernote’s inbuilt OCR 
capabilities. Evernote’s servers not only index the textual content inside notes 
but also index embedded text inside images. So, when a user attempts to 
search for some information, Evernote also throws up search results of content 


embedded inside digital images. 
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This process is great for tracking digital informantion anytime, and from any 
place, like finding out the date of expiry of the warranty of your purchased 


mobile phone while sitting inside the Office itself. 


There is a problem, though. 













On one of the forums/blogs 
[Lifehacker/TechCrunch?] on 
the internet, a user cited a 
practical problem in the 
comments section of an article 
describing Evernote’s OCR 


capability. He wrote that 


THE CELLS IN THE CUPBOARD HAVE 
BEEN NAMED AS B3 AND B4 


although Evernote could find 
the information about the date 
of warranty of the receipt, it did 
not help find the actual physical 
receipt as such, and a digital 
copy of the bill was worthless, if 
the user wished to claim a warranty on the purchased product, if the retailer 


insisted on having the original receipt for service. He hence concluded that 
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Evernote was worth no more, than a ‘Digital Filing Cabinet’ and was hence 


practically useless. 


What the user claimed was probably true. The retailer may insist on the 
physical receipt for you to claim, the phone’s warranty. Now, Evernote may give 
you the info about the bill, 


NTALS 


Anna Nager Madurai . 20. Pl 





Sa OS isle including its serial number, but 
PRESCRIPTION 
cannot replace the actual 


physical copy. 


By making use of the OCR 
technology inbuilt into Evernote 
and a small little tip, it is possible 
to physically track the location of 


*) of a device using Evernote. 
et ae: nt \ 


Inorder to solve this problem, we 





EVERNOTE WILL TELL THE USER THAT THIS 
PRESCRIPTION IS LOCATED IN CELL Bl WHEN THE ; 
notes’. [There is no need to 
HOSPITAL'S NAME IS SEARCHED 


can make use of ordinary ‘sticky 


purchase the special expensive 
Sticky Notes that offer Evernote integration, and the user can purchase any 


cheaper sticky note even from some other brand for this purpose]. 


First, organize your physical storage spaces into zones and Name them. Put up 
larger stickers across them, until you are familiar with the naming terminology 


of each cell. 


In the above example, | have named the storage cells horizontally starting with 


A,B, C or D, and vertically as A1, A2, A3.. Etc. 


Now, each time, you wish to store, retrieve and track the location of any 
object, assign a sticker to the object and place a sticky note over the object, jot 
down its location name and paste it over 
@ Reminder [J Present ¢ Sharev J Info j9 Dele 
on the object. 


For instance, in the above eye 


prescription shown in the previous page, | 


i 
i 


have put a sticky note and added the cell 
location ‘B1’. So, logically, | would place 


this document in the Cell titled ‘B1’. 


Not only does this sticker on the object 


(eye prescription) now inform me that 





this document needs to be placed in cell 


EVERNOTE WILL FIND THE NOTE B1, but a sticker placed on the object also 
ASSOCIATED WITH AMERICAN TOURISTER’ periodically reminds me that out of the 


HELPING FIND THE BAG'S LOCATION umpteen number of objects lying around 


the house, this object holds particular 
importance, and needs to be put back in its place..|.e in cell number B1 for 


easy recovery, when it is needed. 


Even, if | take this document out for some purpose now and | forget to place it 
back, after a while, | would realize that this document is an important object 
when | just see a sticker around it. | will now look further to see ‘B1’ on the 


sticker, and | would pick it up and put it back in cell number B1. 


Now, this process can be repeated for all objects for which need to be stored 
and retrieved. If | need to find the location of this object, | can simply search for 


the keyword with the name of the Hospital in this case, and Evernote will find 
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out the prescription document for me, using its OCR capabilities. When | now 
look at this document which Evernote has searched for me, | will now also see 
the sticker with ‘B1’ assigned to this document, hence | will also now know 
that this document is physically assigned to cell number B1. | can now walk up 
to cell number B1 and by sorting all the other content in that cell, | can find 


this document. 


This procedure is not confined to only physical documents. It can be extended 
to any object with searchable text content in it. For instance if | wish to search 
for a travel bag, | can simply look for the name of the bag.. |.e ‘American 
tourister’ in this case, and Evernote will throw up the image of the object, and 
using the ‘Sticky Notes’ procedure as mentioned in the above example, | will 


be able to find the location of any object. 
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Managing Home Inventory using Evernote 
and Sticky Notes 





n the previous example, we had made use of Evernote’s inbuilt OCR 

technology to help us determine the location of the object. This was 

possible if the content was indexable in terms of ‘text’, like printed words 
in paper documents, physical objects like bags etc. However, we may also come 
across several objects in the house where following the previous procedure 


can be extremely cumbersome. 


There may be scenarios where it is exteremely difficult to track them through 
content because of their size e.g ‘A box of Nails’ or there may be scenarios 
where certain objects are consumed, and subsequently replaced like 


household groceries or medicine, periodically. 


For such example cases, it makes good sense to manage these objects along 
with tracking their location not as described in the previous example, but by 
managing them through a traditional inventory based system. This system does 
not throw away all the processes described in the previous chapter, but seeks 


to retain a portion of them, and improvizing on certain aspects only. 


To begin with, the naming terminology of each cell is retained. Each storage 


unit in the house is given a standardized cell location name, as described in the 
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previous chapter like A1, A2.. Etc. Once this is done, whenever an object is 
stored in a particular cell, a sticky note is placed on the object, and its cell 
name written down, before it is placed. It is recommended that smaller and 
perishable objects be stored in containers or boxes large enough for a sticky 


note to be placed on them. 


Once this is complete, the user creates a seperate Notebook in Evernote titled ‘ 
Physical Location/Inventory’ Notebook. A seperate note is created for each 


cell. Eg ‘Contents of Cell Number A1’ will be a seperate note. 


Now, using the ‘Check list’ feature, every item assigned to a cell, is written 


across a check list. Do not use Bullets/Numbered lists for this purpose. 


Once this is complete, the user can peridically verify physically if the contents 
available in the cell are matching with the contents of the note. If there are 
multiple contents that are periodically perishable ( groceries/tablets etc), a 
check list based table can be constructed across the note. [| Refer the Chapter 
on ‘Skeleton Templates’]. As the quantities perish, the status can be updated in 


Evernote, by simply ticking off across the check list. 


The presence of the ‘Sticky’ over any of these items will also remind users 
periodically to put the stuff back to their respective places. When one of these 
commodities are low, the user can simply pin the entire note to a Reminder 


which will remind them through email, so that the shortages can be replaced. 


Not only can the user periodically check the contents manually, but also a 
simple search for the item through Evernote will lead them to this note. For 
instance, searching for ‘nails’ may throw up the note titled ‘ Contents of Cell 


B3’, which will inform the user that the nails are in Cell number B3. 
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How a Working Couple Can Use a Free 
Evernote Account to Manage their Family 


Committments 





anaging both Professional and Personal lives in today's times, 


especially for those with young kids can be quite challenging, and 





at times, even tiresome. There may be several days when both 
spouses don't even get to meet, especially for those that work on different 
timings. A working couple may have to manage several things together including 
house budgets, upbringing children, buying ingredients for the kitchen, planning 
furniture/interior designs for the home, children's school bills, electricity 


payments, insurance reminders and follow up payments etc. 


While it is possible that periodical recurring events can be tied using advanced 
digital tools, some unplanned events can happen that may not realistically not 
fit into a digital planning machine. However, there may also be a scenario when 
one spouse is less tech-savvy and is more comfortable using traditional 
reminding systems like Paper (Post IT Notes/Paper diaries) for reminding and 


organizational purposes. 


We have read several tips and hacks in previous chapters of this book. Now, let 


us consolidate those tips together in this chapter and see how each one of them 
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can be used by a couple to run their home more easily, by using a free Evernote 


account. 


1. Evernote is not Facebook - Don't upload unwanted stuff like images 


unless absolutely necessary- this is not Facebook. This is even more 
important, when users use a free Evernote account. So, use your upload 


bandwidth wisely of 6(0MBx2 wisely. 


2. Moments of a life Time - An Evernote user has used Evernote to 


upload and save his new born baby’s first crying sound. Moments like 


these are truly special and occur once in a life time and are truly priceless. 


3. Use Attachments early on - Until your comfortable with the inbuilt 


tools in Evernote clients , use other features from third party apps or apps 
in your phone and include them in Evernote as Attachments. This will help 
users manage their upload bandwidth better, since they will know both 
the size of the file, the quality generated and if they are sure if this is the 


file, which they wish to store in Evernote. 


4. The Post-IT Evernote integration and automated digital task 


updation - 


4.1 Post IT Notes have already fulfilled that space for millions of 
people. Someone in the kitchen may find it easier to jot down a quick 
"Buy the Milk" and paste it on the wall, or "Pay Insurance by 26-May" 
etc. The post it Evernote edition costs 30S. An amount free Evernote 
users are less likely to purchase. You can however see if it works with 


the ordinary cheaper post it Notes. If it works then great, even if it 
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might be less optimised than the Evernote edition. The ordinary Post- 
IT notes in my house, is working fine with Evernote’s Post IT 


integration. 


4.2 Configure a post-IT colour in a smart phone/tablet using Evernote's 
configurators. Choose a Notebook (set as default) /tags and reminder 


settings. 


4.3 The default notebook of both couples are shared with each other. 


This should provide several advantages 
4.3.1 2x 60 MB upload bandwidth. 


4.3.2 The focus should not be on thinking of 2 individual 


accounts with 60 MB but to use 120 MB collectively. 


4.4 Once the configuration is complete, Now, all one has to do is snap 
a picture of the Post IT Note. On Syncing, the image will reach the 
other spouse, where ever they are with a Reminder and a relevant 


TAG. 


5. Scanning Paper Receipts - For printed receipts like Electricity Bills, 
Grocery and Shopping, Local Apartment monthly payment receipts etc, 
use the page camera and scan the message into an image file. Do not save 
documents as PDF, since they will not be searchable for free accounts. 


Content within images will be thrown up in Evernote searches. 


6. Reworking budgets - Couples can refer to previous months budget, 


and see the rise in prices in essential commodities and accordingly plan 


their expenses for this month or the near future. For a similar process - 


10; 
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refer to the example ‘Logging and Storing Periodical Information Using 
Evernote and Generating Statistical Information using Open Office’ 


mentioned in previous chapters. 


Status of reserve fund - Couples who have the habit of maintaining a 


reserve fund can update the status, and update the balance available, if 
some money has been used, so that a single glance anytime will let the 
other know, how much money is still left in the reserve fund, while trying 


to mobilise funds for an immediate task like an emergency situation. 


. Managing Documents and Things location - Using sticky notes, 


the location of essential stuff in the house can be managed. Refer to 
examples - ‘ Using Evernote and Sticky Notes to keep track of Physical 
location of any object’ and ‘Managing Home Inventory using Evernote and 


Sticky Notes’ mentioned in previous chapters. 


Archiving Periodical Monthly Payment Receipts - For printed 


monthly receipts that arrive like broadband bills, configure an auto filter to 
post to only 1 users Evernote account ( to save Evernote bandwidth), since 
same message will get downloaded in the other spouse’s notebook, then 
why is the need to email (upload) to two accounts? Since the email will go 
to default notebook, and default notebook has been shared already, the 


digital receipt will eventually come to both accounts. 


The Web Clipper - Spouses can use the Webclipper to clip articles of 


mutual interest and add them to the shared notebook. 


de 


iz; 


13. 


14. 


15. 
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Checklists (Templates) for Family Shopping - Also plan checklists 


for weekly kitchen items / shopping list etc. Use Skeleton Templates for 


Cross Checking on Periodical purchase items. 


Encrypt Sensitive Information - If the operating systems allows a 


third party app to lock Evernote, use it. Free Evernote users don't get to 
password lock their apps.Share the master password and Encrypt sensitive 
textual information amongst both of you. If there is any thing that you 
think someone else including your child should not see, encrypt that text. 
Remember, If both of you forget the password, then, that encrypted text 


cannot be recovered. 


Smart Filing for Email forwards - Use smart filing for email based 


organisation. 


Voice Memos - If a spouse wishes to send a longer series of messages 


or if the better half is speaking on a phone call and a spouse wishes to 
convey important message that needs to be recovered later, feel free to 
record a voice memo and share it over Evernote. If the Android client is 


being used, they may even make use of the 'Speech to Text' feature. 


Manage House Hold Inventory - Evernote can be used to 


seamlessly manage house hold essential items between the couple. Users 
can configure automated Reminders to be reminded when a particular 
emergency medicine like ‘cough syrup’ is expiring or if some other 
essential medicine need to be re-furbished. For more details, refer to the 


chapter on ‘Managing Home Inventory using Evernote and Sticky Notes’. In 


16. 


a7: 
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order to configure a seperate reminder for each smaller detail on the same 
note, ( e.g Individual Medicine Names can be present within the same 
note), refer to the Chapter on ‘How to Manage SubTasks within a Project 


using Reminders.’ 


One Time Reminders for Known periodically Recurring Tasks 


- Evernote does not support periodical reminders at this point in time, so 
this has to be configured and updated manually at this point in time. An 
individual reminder Note can be created for a periodically recurring Task 
like making 'A monthly family visit to a special place of interest’ , 'A 
recurring EMI payment’ , 'The Child's Education fees’ etc. Once, the task is 
completed for the month, one of the spouses can manually click on the 
‘Blue Alarm Bell’, update the date and re-set the task reminder for the next 


month. 


Surprise for the Other Half - To plan a surprise for the spouse, use 


the WebClipper to clip online information, clip it using the Webclipper, and 
add it to a Non-Shared Notebook and set a Reminder to Remind you with 
an email at a day of your convenience. This can also be used as a wishlist. 
Click the price of a wish list item and store it in Evernote. Configure a 
reminder for this note to remind you during a known Festival Season ( e.g 
Christmas - End of Year discount times) , where the cost of the price is 
likely to be lower. Evernote will automatically remind you. You can now 
look up the site and see the special Season prices. Compare the prices with 
the original ( on the day this note was clipped), and you can count your 


Savings. 
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Constantly Refining Evernote Workflow and 
Using existing tools as hacks to suit your 


needs 





Note - As mentioned, | have taken user feedback seriously, and | have tried my 
level best to implement the feedback given. Users had provided feedback 
previously that the earlier version of the book ended abruptly, almost like 
something was missing. | hope that this chapter will act as a more smoother 


conclusion for this version of the book. 


have repeated this point at several places in the book. Evernote cannot 

and will not provide a similar experience to everyone. However, it has 

sufficient tools internally to make the user explore themselves to find out 
what seems to work best for him or her. This process should be a continual 
process. Constantly revising and refreshing this process helps users discover 
more of Evernote’s features and adapt to newly arriving features and 
discarding obsolescent ones thereby improving user productivity. This chapter 


shall suggest some personal examples of this ‘Refining Process’. 


This refining process also has another advantage. At many times, users may 
feel that a particular feature that they wish is missing in Evernote. Exploring 


Evernote will help users discover hacks within the system that can provide 
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atleast a minimal replacement for the required functionality. Typically, this is a 
temporary measure, especially, if the feature is long requested, since a long 
requested feature could soon be implemented by Evernote itself, as shown in 
two of these three examples. Apart from the examples mentioned below, there 
have been other examples which have been described previously in the book, 
like the ability for users to create their own ‘Table of Contents’ trick before 


Evernote choose to eventually implement this as a feature. 
Example 1 - Reminders 


The Reminder feature did not exist in Evernote, a year ago. However, Evernote 
has been around for much longer. A Note based System like Evernote definitely 
requires some way of Reminder I.e Some way to notify a user the status of a 


task, Particularly tasks that were still due. 


In order to achive this functionality, a primitive but effective way of Reminders 
was added. It is definitely not as ‘multi functional’ like today’s Reminders 
feature which pins the Note, sets due-dates and sends automated reminders, 
but it did do a simple task of conveying the status of all notes with tasks that 


were due. 


Inorder to do this, a standardized TAG - #TaskToBeCompleted was added to 
every Note when it was felt that there was pending activity associated with 
that note to be completed. The advantage of this process was that this single 
TAG - #TaskToBeCompleted, could also be assigned to notes across multiple 


Notebooks. 
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If | needed to find out all tasks which were due, | could simply search for this 
TAG - #TaskToBeCompleted, and Evernote will pull out all Notes with this TAG 


telling me that these Notes have incomplete tasks. 


Once a task associated with a Note is complete, the TAG was manually 
removed from the Notebook. Although this latter process was a little 


cumbersome, it still served the purpose. 


The process need not be done anymore, since Evernote has now implemented 
the Reminder functionality seamlessly, by simply clicking the bell icon with a 


simple single click. 
Example #2 - Tracking Physical Location of an Object 


This was one such case. | had long realized the need for such a process, and 
with Evernote slowly becoming the cornerstone to managing my life’s needs, it 


was but inevitable that | would attempt to use Evernote for such a task. 


Let us assume that there are 50 items in my house, and | wished to track the 


location of 10 of these items. 


Initially, | started off by creating a Notebook titled - ‘Things Location’. | would 
then create a numbered list and document the 10 items and place the objects 
in the location. Once, this is done, | would use them for normal day to day 
activities. After a few days, | would forget about this note, and the things 


would be scattered around as usual. Clearly, this model was failing. 


The problem was that once this process was in motion, | had no way of 
knowing ( at that point in time } if a particular object belonged to the group of 


10 items which should have been put in its place or if it belonged to the 
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remaining 40 unorganized items in the house. There was nothing to 
periodically remind me of a process underway whenever | saw these items. 
More over, this system was more suited to a periodically verifying system like 


‘Inventory Management’ rather than a ‘Physical location tracker’. 


It was only until the thought of using the ‘Sticky Notes’ arrived, that | managed 
to improvize and use this process for physically tracking the location of an 


object. 


[ Examples continued in next page] 
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Example #3 - Visual Flag for Real Time Communication in 
Evernote Joint Accounts - Minimalistic Hack 


One of the problems associated with managing ‘Shared Notes’ is that the users 
are not aware if the note is being accessed by the ‘Shared Person’ and being 
modified at the same time. This will lead to Note Conflicts. So, although this 
procedure would not provide ‘Real Time Collaboration’, a simple Flag could be 
set using existing Evernote tools to signal to the other user, that the note is 
currently locked and should not be modified, until released. Similarly, once the 
Note has been modified, the user can then release the lock, so that another 


user can now access the Note and modify it, if he wishes so. 


1. This hack does not provide real time joint collaboration. If you want real 
time collaboration, then you might be better off looking for a third party 
application that supports Evernote Integration like this. (liveminutes 3rd party 
service). | have personally not used this app, and | have no idea how it works, 


but you may wish to try it for yourself, if you need. 


2. It only uses an existing feature of Evernote to provide a Visual flag to 
inform the other users, that the note is already being edited at the moment by 


another user. 


3. Prior to doing Colloboration, A Master password (or two) is 


communicated to all collaborators of the Joint Notebook. 


4. It is always a good practice for any Evernote user to do a Forced sync, 


prior to the beginning and after completing a session. 
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5. If the user (A) sees the ‘Textual Flag’ open, he can encrypt the text, set 


the flag and do a sync again. Once, the lock appears, he can start working on 


the Note. 


6. Additionally, there can be information below, like saying 'Note currently 


locked by User A. Do Not Make any changes to this note now." 


7. User A is now free to start making changes to the note. If at the same 


time, B wants to work on the Note, he will first do a sync. 


8. At this moment, B will see the lock. He will also see the message - 'Note 


currently locked by User A. Do Not Make any changes to this note now." 


9. This means that B does not have any power to make changes to the 


same note. 
10. He simply has to go some where else or do some other task. 


11. When A finishes editing the note, he will decrypt the first flag and lock 
the second flag, using the shared password, and do a sync, and then move on 


to some other task. 


12. Now, when B does a sync again, he will see the first flag open - 'NOTE IS 
FREE TO BE MODIFIED' and the second flag locked. 


13. Now, B wants to work on the note. 


14. He will now select the open first flag 'NOTE IS FREE TO BE MODIFIED' 


and encrypt it using the Master password, thereby putting back the lock icon. 


15. When he decrypts the second flag ( now locked ), he will get a message 


- 'Note currently locked by User A. Do Not Make any changes to this note now’. 
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16. B changes this to 'Note currently locked by User B. Do Not Make any 


changes to this note now'. 
17. B does a sync again. 
18. B starts to work on the note. 


19. Now, if any other user does a sync, they will now know that User B is 


working on the note, and that they should not currently work on this note. 
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‘NOTE IS FREE TO BE MODIFIED'«* Flag) 1 


‘Note currently locked by User A. Do Not Make any 


changes to this note now’. ®. 
. Flag 2 


1. User A - Apples taste sweeter than Oranges. 
2. User B - No. Oranges are better. 
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Testing Note for,“ ae oe 
(@ wapnBe ) - | inna “0 ~qpamguameamamans 


‘Note currently locked by User A. Do Not Make any 
changes to this note now’. x 


‘Ry ase asl ng 9 alana 


§ 


Hi) 





1. User 
2. User 














484 Last edited by alll ge shared with others 


Testing Note for mam | —_= 


‘NOTE IS FREE TO BE MODIFIED'# Flag) 1 


(@ Bapnne —- Flag) = 


Now; User A has unlocked) the Flag) 1). 
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Using this procedure, two users could access and modify shared notes in the 
past, without any conflicts. Now, Evernote is currently automating this procedure 
in the Open Beta ( Official Version?) to provide the Real Time signal 
automatically to the user, when a shared note is being currently modified by the 


other person. 


